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Preamble

The Promotion of Access to Information Act No2 of 2000, (‘the Act’) came into operation on
9 March 2001. Section 51 of the Act requires that we as a private body compile a manual giving
information to the public regarding the procedure to be followed in requesting information from us for the

purpose of exercising or protecting rights.

Introduction to this private body

The Company’s principal activities are that of providing services for senior citizens.

We as a private body have compiled this manual, not only to comply with the provisions of the Act, but
also to foster a cufture of transparency and accountability in our environment and to ensure that
members of the public have effective access to information in our possession which will assist them in

the exercise and protection of their rights.

Inside these pages you will be able to view the categories of information which we possess. You will also
be shown the correct procedure to follow should you require access to any of this information.

A copy of this manual is also available on our website. www.saarp.co.za.

Signed in confirmation that all information set out in this document is true and correct.

i S Doy
Information Officer Date
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Section A —~ Qur details

Full Name

Registration Number

Business Address

Fostal Address

Telephone Number

Fax Number

Head/CEO

Designated information Officer

Email Address of Information Officer :

Website

PAIA Manua) -

South African Rugby Union- December 2011

South African Association of Retired Persons

1995/009042/08

125 Vasco BLVD

Goodwood

PO Box 13222

N1 City

7463

(021) 592 1279

(021) 592 1284

John Benwell

John Benwell

john@saarp.co.za

WwWw.saarp.co.za
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Section B — The official guide

Section 10 of the Act requires the South African Human Rights Commission (“SAHRC") to publish a
Guide containing information reasonably required by a person wishing to exercise or protect any right in

terms of this Act.

The Guide will contain the following information:

The objects of the Act;

Particulars of the information officer of every public body;

Particulars of every private body as are practicable;

The manner and form of a request for access to information held by a body;

Assistance available from both the information officers and the SAHRC in terms of this Act;

R N N

All remedies in law regarding acts, omissions, rights and duties, including how to lodge an internal
appeal and a court application;

7. Schedules of fees to be paid in relation to requests for access to information;

8. Regulations made in terms of the Act.

Enquiries regarding the Guide can be addressed to the SAHRC, the contact details of which are as
follows:

Post: The South African Human Rights Commission
Promotion of Access to Information Act Unit
33 Hoofd Street
Braampark, Forum 3
Braamfontein, Gauteng
2001

Telephone: (011) 877 3750
Fax: (011) 403 0668
Website: www.sahrc.org.za

E-mail: paia@sahrc.org.za
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Section C — Information available in terms of the Act

1. Categories of information

We hold the following categories of information:

(@) STATUTORY INFORMATION
(i) Certificate of Incorporation:;
{ii) Memorandum and Articles of Association/Memorandum of Incorporation;

(iify Minute Book, Special Resolutions, as well as Resolutions passed at general/class
meetings;

(iv) Annual Financial Statements including:
{a) Annual accounts;
(b) Directors’ reports;
(c} Auditor's report.
(b) ACCOUNTING RECORDS
(i) Books of Account including journals and ledgers;

(i) Statements.

(c) STATUTORY EMPLOYEE RECORDS
(i) Employees’ names and occupations;
(it Remuneration paid to each employee.
(i) Date of birth of each employee;
(iv) Employment equity plan;
(v) Salary and wages register:
(vi) Staff records (after date of employment ceases);

(vii) Expense accounts.

(d) ENVIRONMENTAL HEALTH AND SAFETY
(i) Permits, licences, approvals and registrations for operations of business;
(e) FIXED PROPERTY
(i) Title Deeds;
(i) Leases;
(iii}y Building plans;
(iv) Mortgage Bonds or other encumbrances to fixed property.
(f) MOVABLE PROPERTY

(i) Asset register;

(i} Finance and Lease Agreements;
{iii) Notarial Bonds:
(iv) Deeds of Pledge.
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(g) AGREEMENTS AND CONTRACTS
(i) Acquisition or disposal documentation;
(i) Agreements with governmental agencies;

(i) Purchase or lease agreements.

(h) TAXATION
(i} All Income Tax Returns and other tax returns and documents:
(i) LEGAL

(iy Material licences, permits and authorisations:
() INFORMATION TECHNOLOGY
(i) Hardware;
(i) Operating Systems;
(i) Telephone Exchange Equipment;
(iv) Telephone Lines, Leased Lines and Data Lines:
{v) Software Packages;
(vi) Disaster Recovery;

(vii) Licenses;

2. Procedure for requesting access to the above information

If you wish to request access to any of the above categories of information, you are required to
complete a request form as set out in annexure “A” hereto. This form is available from:

* our information officer (whose contact details are in Section A of this manual);

» the SAHRC website (www.sahrc.org.za)
+ the Depariment of Justice and Constitutional Development website (www.doj.gov.za).

There is a prescribed fee (payable in advance) for requesting and accessing information in terms
of the Act. Details of the fee structure are available on the website of The South African Human
Rights Commission (www.sahrc.org.za) or the website of The Department of Justice and

Constitutional Development (www.doj.gov.za).

You may also be called upon to pay the additional fees prescribed by regulation for searching for
and compiling the information which you have requested, including copying charges.

It is important to note that access is not automatic — you must identify the right you are seeking to
exercise or protect and explain why the record you request is required for the exercise or
protection of that right. You will be notified in the manner indicated by you on the request form
whether your request has been approved.
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Section D - Information available in terms of other legislation

Where applicable to our operations, information is also available in terms of certain provisions of the
following statutes:

» Basic Conditions of Employment Act No. 75 of 1997

e Compensation for Occupational Injuries and Diseases No. 130 of 1993
s Consumer Protection Act No. 68 of 2008

¢ [ncome Tax Act No. 58 of 1962

¢« Labour Relations Act No. 66 of 1995

e Prescription Act No. 68 of 1969

e Promotion of Access io Information Act No. 2 of 2000

e Value-Added Tax Act No. 89 of 1991

e Insolvency Act No. 24 of 1936
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ANNEXURE “A”

FORM C
REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY

(Section 53(1) of the Promotion of Access to Information Act, 2000
(Act No. 2 of 2000))

[Regulation 10]

A. Particulars of private body
The Head:

B. Particulars of person requesting access to the record

(8) The particulars of the person who requests access to the record must be given below.

(b) The address and/or fax number in the Republic to which the information is to be sent must be given.

{c) Proof of the capacity in which the request is made, if applicable, must be attached.

FUIl NBMES NG SUTNEIME: L....iiiiiiiiiic ettt e et es e e et ee e e e e e et es et et e et eeeneeeae s
I MUIMIDEE ..ottt ettt ee 1ot e et et eae et e et et e et e eae e s e ere st e s et e e e ase s eeaesans
POSIAN BAIESS. ... ettt et ee e e e e
........................................................................................... Fa) NUMDBEI! e
Telephone RUMBET ... E-mail address: ...
Capacity in which request is made, when made on behalf 6f aNOther PEISON: ......o.v oo iv oo ee e

C. Particulars of person on whose behalf request is made

This section must be completed ONLY if a request for information is made on behalf of another person.
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D. Particulars of record

(a) Provide full particulars of the record to which access is requested, including the reference number if that
is known to you, to enable the record to be located.

{(b) If he provided space is inadequate, please continue on a separate folio and attach it to this form. The
requester must sign all the additional folios.

(a) A request for access to a record, other than a record containing personal information about yourself, will
be processed only after a request fee has been paid.

(b) You will be notified of the amount required to be paid as the request fee.

(c) The fee payable for access to a record depends on the form in which access is required and the
reasonable time required fo search for and prepare a record.

{d) Ifyou qualify for exemption of the payment of any fee, please state the reason for exemption.

F. Form of access to record

If you are prevented by a disability to read, view or listen to the record in the form of access provided for in 1 to 4
hereunder, state your disability and indicate in which form the record is required.




Mark the appropriate box with an X.

NOTES:
(a) Compliance with your request in the specified form may depend on the form in which the record is
available.

(b) Access in the form requested may be refused in certain circumstances. In such a case you will be
informed if access will be granted in another form.

(c) The fee payable for access to the record, if any, will be determined partly by the form in which access is
requested.

1. If the record is in written or printed form:

copy of record” inspection of record

2. if record consists of visual images
(this includes photographs, slides, video recordings, computer-generated images, sketches, etc.):

view the images copy of the images* transcription of the images*

3. Ifrecord consists of recorded words or information which can be reproduced in sound:

listen to the soundtrack (audio cassetta) transcription of soundtrack* (written or printed document)

4. li record is held on computer or in an electronic or machine-readable form:

printed copy of record* printed copy of information copy in computer readable form*
derived from the record* (stiffy or compact disc)

*If you requested a copy or transcription of a record (above), do you wish the copy or transcription | YES | NO
to be posted to you (at the postal address provided in this Annexure A)?

Postage is payable.

G. Particulars of right to be exercised or protected

If the provided space is inadequate, please continue on a separate folio and attach it to this form. The requester
must sign all the additional folios.
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H. Notice of decision regarding request for access

You will be notified in writing whether your request has been approved/denied. If you wish to be informed in
another manner, please specify the manner and provide the necessary particulars to enable compliance with
your request,

How would you prefer to be informed of the decision regarding your request for access to the record? ................

Signedat............ooee this oo day of .. 200

SIGNATURE OF REQUESTER/PERSCON ON WHOSE BEHALF
REQUEST IS MADE
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