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PROMOTION OF ACCESS TO INFORMATION ACT NO. 2 OF 2000

(herein referred to as “the Act”)
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1. INTRODUCTION AND AIM

1.1.To assist potential requestors for access to records of the company as

provided for in the Act.

1.2. The Human Rights Commission has compiled a guide, as contemplated in

section 10 of the Act, containing information to assist any person who wishes

to exercise any right as contemplated in the Act.

2. CONTACT DETAILS

2.1.Company Details

Name of firm:

Registration Number:

Postal Address:

Physical Address:

Tel:

Office Cell:

Fax:

Website:

Email:
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JH Olivier Incorporated

2018/202047/21

Postnet Suite 131, Private Bag X01, Farrarmere,

1518

Suite 2, First Floor, 1 Hartshorne Street, Rynfield,

Benoni

011 425 0640

061 401 7731

086 677 1758

www.jholivier.co.za

info@jholivier.co.za
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2.2.Contact details for the Information Officer

The Information Officer is Mr Jan Olivier with contact details as follows:

Tel: 011 425 0640
Fax: 086 677 1758
Email: jan@jholivier.co.za

2.3. Contact details for the Human Rights Commission
The South African Human Rights Commission PAIA Unit
Research and Documentation Department

Postal Address: Private Bag 2700 Houghton 2041 South Africa

Tel: 011 877 3600

Fax: 011 403 0625
Email: paia@sahrc.org.za
Website: www.sahrc.org.za

3. RECORDS HELD BY THE FIRM
3.1. Records that are automatically available to employees.
The following records are automatically available to all employees and need
not be requested in accordance with the procedure outlined herein below:

3.1.1. personnel records are available to the employee whose file it is;
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3.1.2. records of disciplinary hearings and related matters are available to the

employee concerned

3.1.3. the company's standard operating procedures, grievance policies and

procedures.

3.2.Information and records held by the Company in accordance with other

legislation in terms of Section 51(1)(D) of the act

3.2.1. Administration of Estates Act, No.66 of 1965;

3.2.2.

3.2.3.

3.2.4.

3.2.5.

3.2.6.

3.2.7.

3.2.8.

3.2.9.

3.2.10.

3.2.11.

3.2.12.

3.2.13.
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Attorneys Act, No. 53 of 1979;

Basic Conditions of Employment Act, No. 75 of 1997;

Companies Act, No. 61 of 1973;

Companies Act, No. 71 of 2008;

Compensation for Occupational Injuries and Diseases Act, No. 130
of 19

Consumer Protection Act, No. 68 of 2008

Credit Agreements Act, No. 75 of 1980;

Debt Collectors Act, No. 114 of 1998

Electronic Communications and Transactions Act, No. 25 of 2002;
Financial Intelligence Centre Act, No. 38 of 2001;

Income Tax Act, No. 58 of 1962;

Labour Relations Act, No. 66 of 1995
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3.2.14.

3.2.15.

3.2.16.

3.2.17.

3.2.18.

3.2.19.

3.2.20.

National Credit Act, No. 34 of 2005;

Occupational Health and Safety Act, No. 85 of 1993;

Protection of Personal Information Act, No.4 of 2013;

Regulation of Interception of Communications and Provision of

Communication- Related Information Act, No. 70 of 2002

Trust Property Control Act, No. 57 of 1988;

Unemployment Insurance Act, No. 63 of 2001;

Unemployment Insurance Contributions Act, No. 4 of 2002

Information kept in terms of any of the above legislation may, insofar as the

information contained therein is of a public nature be available for inspection

without a requestor having to request access thereto in terms of the Act

3.3. Other types of information & Records held by the company as contemplated

in Section 51(1)(c)

3.3.1. HUMAN RESOURCES

3.3.1.1. Employee records of each employee

3.3.1.2. Disciplinary records

3.3.1.3. Compensation or payments towards employees

3.3.1.4. Records relating to conditions of employment
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3.3.1.5. Payroll records

3.3.1.6. Internal procedures and policies of the company

3.3.1.7. Employee’s health records

3.3.1.8. Employee tax information

3.3.1.9. Training schedules, manuals and or SOP’s

3.3.1.10. Employments contracts between the company and its

employees

3.3.2. INFORMATION TECHNOLOGY

3.3.2.1. Equipment details.

3.3.2.2. Details of hardware and software

3.3.3. MARKETING

3.3.3.1.  Company publications & brochures.

3.3.3.2. Company media releases.

3.3.4. FINANCE

3.3.4.1. Financial statements.

3.3.4.2. Alist of creditors and debtors.

3.3.4.3. Details of bank accounts.
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3.3.4.4. Taxreturns

3.3.4.5. Payroll information.
3.3.4.6. Fixed assets register
3.3.4.7. Fidelity Fund certificates

3.3.4.8. Debtors and creditors invoices

3.3.5. PROPERTY
3.3.5.1. Immovable property lease agreements
3.3.5.2.  Movable property lease and sale agreements
3.3.5.3. Records regarding insurance in respect of movable property

3.3.5.4. Records regarding insurance in respect of immovable property

3.3.6. COMPANY RECORDS
3.3.6.1. Memorandum of Incorporation
3.3.6.2. Share register.

3.3.6.3. List of employees

3.3.7. CLIENT INFORMATION
3.3.7.1.  Client documentation in terms of Financial Intelligence Centre

Act No. 38 of 2001
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3.3.7.2.

3.3.7.3.

3.3.7.4.

3.3.7.5.

3.3.7.6.

Correspondence with clients

Third party correspondence with

Records regarding legal proceedings of clients

Research conducted on behalf of clients

Other information relating to, or held on behalf of clients

3.3.8. GENERAL

3.3.8.1.

3.3.8.2.

3.3.8.3.

3.3.8.4.

3.3.8.5.

3.3.8.6.

3.3.8.7.

3.3.8.8.

3.3.8.9.

3.3.8.10.

3.3.8.11.
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Security agreements, guarantees and indemnities

Marketing agreements

Storage agreements

Supplier agreements

Suretyship agreements

Internal correspondence

Correspondence with the Legal Practice Council

Correspondence with the Financial Intelligence Centre

Correspondence with the Department of Labour

Correspondence with the South African Revenue Service

List of suppliers
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3.4. Collection of Personal Information in terms of Section 8 to 25 of the Protection

of Personal Information Act 4 of 2013. (herein referred to as POPIA)

3.4.1.

3.4.2.

3.4.3.

3.44.

3.4.5.

3.4.6.

3.4.7.

3.4.8.
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All relevant personal information will be processed lawfully in terms
of the POPIA and in a responsible manner that does not infringe on
any parties privacy.

Personal information may only be processed & collected by consent
of the party from who the information is collected.

Consent previously granted may be withdrawn at any time.
Personal information will only be collected to fulfil the purpose for
which it was necessary to collect.

Personal information will only be retained for the maximum period
that is prescribed by law or other relevant regulations.

All personal information held by the company will be destroyed or
deleted as soon as reasonably practical after the company is no
longer authorised to retain the records.

All information which is to be destroyed will be done in a manor that
prevents it being reconstructed.

Further processing will be compatible with the purpose for which it

was collected.
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3.4.9.

3.4.10.

3.4.11.

3.4.12.

3.4.13.

3.4.14.

Personal information is collected from clients directly and only in as
far as it relates to the completion of the companies mandate.

All personal information may be subject to confidentiality due to the
company and client relationship.

Physical and cyber security measures will be putt in place to protects
against loss damage, unauthorised access or destruction of personal
information.

All service providers are subjected to the same confidentiality that
the company has towards personal information.

All data breaches and or possible data breaches will be relayed to
the regulator and the relevant affected party/ies as soon as
reasonably possible.

A party may request, free of charge, from the company whether
personal information is held and if so correction, destruction or
deletion of such information may be requested, which will be

attended to by the company as soon as reasonably possible.

4. PROCESS FOR REQUESTING INFORMATION

4.1. A request for information shall be made on the prescribed form in terms of the

Act. Which form is also available from the website of the Human Rights
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Commission, or the website of the Department of Justice and Constitutional
Development at www.doj.gov.za.

4.2.The prescribed form shall be submitted to the Information Officer by hand at
the company’s physical address, via fax alternatively via electronic mail.

4.3.The Requester must provide sufficient detail on the request form to enable the
Information Officer to identify the record and the Requester.

4.4.The Requester must indicate which form of access is required

4.5. The Requester must specify a postal address, fax number or email address in
the Republic.

4.6.The Requester must identify the right that is sought to be exercised or
protected and provide an explanation of why the requested record is required
for the exercise or protection of that right.

4.7.The Requester should further indicate if, in addition to a written reply, any other
manner is to be used to inform the Requester and state the necessary

particulars to be so informed.

5. FEES PAYABLE

5.1.The Information Officer must by notice require the Requester (other than a
personal Requester) to pay the prescribed request fee (if any) before the

request can be processed
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5.2.The request fee payable by a requester, other than a personal requester is
R50,00.

5.3.If the Information Officer is of the opinion that the hours prescribed by the act
will be exceeded to search, reproduce and/or prepare the information
requested, a deposit is payable equal to one-third of the access fee for each
hour or part thereof, exceeding the six hours.

5.4. The head of a private body may withhold a record until the requester concerned
has paid the applicable fees.

5.5.The fees for reproduction of a record as referred to in section 52(3) are as

follows:
For every photocopy of an A4 size page or part thereof R1,10
For every printed copy of an A4-size page or part thereof RO,75
For a copy of a compact disc R70,00
for a transcript of visual images for an A4 size page or part R40,00
thereof
For a copy of visual images R60,00

for a transcript of an audio record, for an A4-size page or part R20,00
thereof

For a copy of an audio record R30,00

Page | 14
Version 1 — June 2021



6. DECISIONS ON REQUESTS MADE

6.1. The Information Officer, as soon as reasonably possible shall decide whether
or not to grant the request.

6.2. After the Information Officer has made a decision on the request, the
Requester will be notified using the required form.

6.3. If the request is granted then a further access fee must be paid for
reproduction, search and preparation, and for any time that has exceeded
the prescribed hours to search for and prepare the record for disclosure.

6.4. The information will be provided to the requestor within 30 days from being
received, which period may be extended by another 30 days if:

6.4.1. the request is for a large number of records or requires a search
through a large number of records and compliance with the original
period would unreasonably interfere with the activities of the private
body concerned;

6.4.2. the requestrequires a search for records in, or collection thereof from,

an office of the private body not situated in the same town or city as
the office of the head that cannot reasonably be completed within the
original period;

6.4.3 consultation among divisions of the private body or with another
private body is necessary or desirable to decide upon the request

that cannot reasonably be completed within the original period;
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6.4.4 more than one of the circumstances contemplated in paragraphs (a),
(b) and (c) exist in respect of the request making compliance with the
original period not reasonably possible; or

6.4.5 the requester consents in writing to such extension.

7. GROUNDS FOR REFUSAL BY THE INFORMATION OFFICER

7.1.In terms of Part 3, Chapter 4 of the Act the Company may and in certain

situations must refuse access to records on the grounds set out in the Act. The

grounds include:

7.1.1. professional privilege;

7.1.2. that the record constitutes privileged information for the purposes of legal

proceedings;

7.1.3. that it is necessary to protect the commercial information, trade secrets

or the confidential information of a third party, the company and or the

safety of individuals or property;

8. INFORMATION NOT FOUND

8.1.If, after all reasonable steps to find a record have been taken, and the record

cannot be found, the Information Officer will notify the Requester, by way of an

affirmation or affidavit that it is not possible to give access to the requested

record.
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8.2. The affirmation or affidavit will include a detailed account of the steps taken to

attempt to locate the record.

8.3.Should a record be found at a later stage, the Information Officer shall provide

the Requester access to such record, unless access to the record is refused

on the grounds permitted by the Act (in Part 3, Chapter 4).

9. INFORMATION OF THIRD PARTIES

9.1.

9.2.

9.3.

9.4.

In terms of Part 3, Chapter 5 of the Act, the Information Officer when a
request for access to a record of a third party is made that might be a
record contemplated in section 63 (1), 64 (1), 65 or 69 (1) of the Act,
must take all reasonable steps to inform a third party to whom or which
the record relates of the request.

A third party may, within 21 days of being informed make submissions,
written or oral as to why such information should be refused.

The Information Officer, must within 30 days after informing the third
party, and after taking into consideration the third parties submission,
make a decision whether to grant the information to the requestor or not.
After a decision is made an internal appeal may be lodged in accordance

with Section 74 of the Act.
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9.5. In addition, the provisions of Chapter 2 of Part 4 of the Act entitle third

parties to dispute the decisions of the Information Officer or the request

liaison officer by referring the matter to the High Court.

10.AVAILABILITY AND UPDATING OF MANUAL

10.1. This manual is available for inspection, free of charge at the offices of JH

OLIVIER INCORPORATED during office hours.

10.2. A copy hereof is also posted on the company’s webpage.

10.3. The company may update the manual as and when amendments may

be necessary.
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