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PROMOTION OF ACCESS TO INFORMATION ACT, 2 OF
2000 (THE ACT)

SECTION 51 MANUAL OF VOS STEYN LABUSCHAGNE INC.
(REGISTRATION NUMBER: 1999/004106/21)

1. LIST OF ACRONYMS AND ABBREVIATION

1.1 PAIA Promotion of Access to Information Act
1.2 POPIA Protection of Personal Information Act
1.3 REGULATOR Information Regulator

2. PURPOSE OF PATA MANUAL

This PAIA Manual is useful for the public to:

2.1 Check the categories of records held by the body which are available without a person having to submit a formal
PAIA request;

2.2 Check the categories of records held by the body which are available without a person having to submit a formal
PAIA request;

2.3 Know the description of the records of the body which are available in accordance with any other legislation;

2.4 Access all the relevant contact details of the Information Officer and Deputy Information Officer who will assist the

public with the records they intend to access;
2.5 Know the description of the guide on how to use PAIA, as updated by the Regulator and how to obtain access to it;

2.6 Know if the body will process personal information, the purpose of processing of personal information and the
description of the categories of data subjects and of the information or categories of information relating thereto

2.7 Know the description of the categories of data subjects and of the information or categories of information relating

thereto;
2.8 Know the recipients or categories of recipients to whom the personal information may be supplied;

2.9 Know if the body has planned to transfer or process personal information outside the Republic of South Africa and
the recipients or categories of recipients to whom the personal information may be supplied; and
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2.10 know whether the body has appropriate security measures to ensure the confidentiality, integrity and availability of
the personal information which is to be processed.

3. CONTACT PARTICULARS

Head of business: JBW Labuschagne Information officer: JBW Labuschagne
Telephone Number: 0178197432 Telephone Number: 0178197423
E-mail Address: jbwl@vsli.co.za E-mail Address: jbwl@uvsli.co.za
Deputy Information officer: Angela Scholtz Telephone Number: 0178197432

E-mail Address: angela@vsli.co.za

Postal Address: Private Bag X9061 Physical Address: 57 Kerk Street
Ermelo Ermelo
2350 2351
Telephone Number: 017 819 7432
E-mail Address: office@vsli.co.za
Website: www.vsli.co.za

4. INTRODUCTION

Vos, Steyn, Labuschagne Inc. is an auditing firm that was established in 1983 with offices in Ermelo, Pretoria and
Newecastle. We have ten qualified Chartered Accountants and 50 full time accounting and auditing staff members in our

service.

We are a proud member of the South African Institute of Chartered Accountants (SAICA) and the Independent
Regulatory Board of Auditors (IRBA). During the recent quality control review by IRBA, all the directors passed the
review. The firm is registered as a training office with the South African Institute of Chartered Accountants and has
produced a number of Chartered Accountants and graduates during the past years.

We follow the professional principles as set by the Code of Professional Conduct of the South African Institute of
Chartered Accountants.

5. GUIDE ON HOW TO USE PATA AND HOW TO OBTAIN ACCESS TO THE GUIDE

5.1. The Regulator has, in terms of section 10(1) of PAIA, as amended, updated and made available the revised Guide on
how to use PATA (“Guide™), in an easily comprehensible form and manner, as may reasonably be required by a person
who wishes to exercise any right contemplated in PAIA and POPIA.

5.2. The Guide is available in each of the official languages and in braille.
5.3. The aforesaid Guide contains the description of:
5.3.1. the objects of PAIA and POPIA;
5.3.2. the postal and street address, phone and fax number and, if available, electronic mail address of:
5.3.2.1. the Information Officer of every public body, and
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5.3.2.2. every Deputy Information Officer of every public and private body designated in terms of section 17(1)
of PAIA and section 56 of POPIA;
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5.3.3. the manner and form of a request for:
5.3.3.1. access to a record of a public body contemplated in section 11 ; and
5.3.3.2. access to a record of a private body contemplated in section 50 ;

5.3.4. the assistance available from the Information Officer of a public body in terms of PAIA and POPIA;
5.3.5. the assistance available from the Regulator in terms of PAIA and POPIA;

5.3.6. all remedies in law available regarding an act or failure to act in respect of a right or duty conferred or imposed
by PAIA and POPIA, including the manner of lodging:

5.3.6.1. an internal appeal;

5.3.6.2. a complaint to the Regulator; and

5.3.6.3. an application with a court against a decision by the information officer of a public body, a decision

on internal appeal or a decision by the Regulator or a decision of the head of a private body;

5.3.7. the provisions of sections 14 and 51 requiring a public body and private body, respectively, to compile a
manual, and how to obtain access to a manual;

5.3.8. the provisions of sections 15 and 52 providing for the voluntary disclosure of categories of records by a
public body and private body, respectively;

5.3.9. the notices issued in terms of sections 22 and 54 regarding fees to be paid in relation to requests for access; and
5.3.10. the regulations made in terms of section 92.

5.4. Members of the public can inspect or make copies of the Guide from the offices of the pubhc and private bodies,
including the office of the Regulator, during normal working hours.

5.5. The Guide can also be obtained-
5.5.1. upon request to the Information Officer;
5.5.2. from the website of the Regulator (https://www.justice.gov.za/inforeg/).

5.6 A copy of the Guide is also available in Afrikaans and English, for public inspection during normal office hours at

the offices of the private body.

l6. FACILITATION OF A REQUEST FOR ACCESS TO INFORMATION

Information which is not readily available as indicated in this manual, may be requested in accordance with the
procedure prescribed in terms of The Act and section 11 of this manual. Copies of the prescribed forms to be completed
for submitting a request, are available from the private body, upon request to the information officer.

7. INFORMATION AVAILABLE IN TERMS OF OTHER APPLICABLE LEGISLATION

* Administration of Estates Act 66 of 1965
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* Auditing Profession Act 26 of 2005

* Basic Conditions of Employment Act 75 of 1997

* Companies Act 71 of 2008

* Close Corporations Act 69 of 1984

+ Compensation for Occupational Injuries and Health Diseases Act 130 of 1993
* Employment Equity Act 55 of 1998

* Employment Services Act 4 of 2014

* Employment Tax Incentive Act 26 of 2013

* Financial Intelligence Centre Act 38 of 2001

* Financial Markets Act 19 of 2012

+ Financial Sector Regulation Act, 9 of 2017

* Income Tax Act 58 of 1962

* National Minimum Wage Act, 9 of 2018

*» Nonprofit Organisations Act 71 of 1997

* Occupational Health and Safety Act 85 of 1993

* Prevention of Organised Crime Act 121 of 1998

* Prevention and Combatting of Corrupt Activities Act 12 of 2004
* Promotion of Access to Information Act 2 of 2000

* Protection of Constitutional Democracy against Terrorist and Related Activities Act 33 of 2004
*» Protection of Personal Information Act 4 of 2013

» Public Audit Act, 25 of 2004

* Sectional Titles Act of 95 of 1986

* Securities Transfer Act 25 of 2007

* Securities Transfer Tax Administration Act 26 of 2007
* South African Revenue Services Act 34 of 1997

* South African Schools Act 84 of 1996

+ Skills Development Levies Act 9 of 1999

+ Skills Development Act 97 of 1998

* Stamp Duties Act 77 of 1968

* Statistics Act of 6 of 1999

» Tax Administration Act 28 of 2011
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* Unemployment Contributions Act 4 of 2002
* Unemployment Insurance Act 63 of 2001
* Value Added Tax Act 89 of 1991

@ INFORMATION AUTOMATICALLY AVAILABLE

* www.vsli.co.za
* Promotion of Access to Information Manual

9. DESCRIPTION OF THE SUBJECTS ON WHICH THE BODY HOLDS RECORDS AND
CATEGORIES OF RECORDS HELD ON EACH SUBJECT BY THE BODY

Statutory Business Records

* Certificate of Change of Name

* Certificate of Incorporation

* Certificate to Commence Business

* Register of Directors and Officers

* Founding Statements and Amendments

Accounting Records
* Customer and supplier statements and invoices
* Systems documentation

Environment, Health and Safety

* Employee public health emergency action plans

* Environmental impact assessments

* Environmental management programs and systems

* Industrial hygiene programs, data and audits

* Permits, licenses, approvals and registrations for operations of sites and business

Information Technology

* Hardware

* Internet

* Licenses

* Systems support, programming and development
LAN Installations

* Operating systems

* Software packages

* Telephone exchange equipment

* Telephone lines, leased lines and data lines
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Legal, Agreements and Contracts
* Agreements with customers

Personnel Records

* Attendance register

* Employment contracts

* IRP 5 and IT 3 certificates
* Letters of appointment

* Leave applications

* Maternity leave policy

* Organisational design

* Policies and procedures

* Training and development
* Workmen's Compensation Documents

10. REQUESTING PROCEDURE

A person who wants access to the records must complete the necessary request forms that is available at the offices of
The private body, or can be accessed on www.justice.gov.za/inforeg. The completed request form must be sent to the
address or fax number provided in this manual and marked for the attention of the Information Officer.

Please provide sufficient details to enable the body to identify

a. The record(s) requested

b. The requester (and if an agent is lodging the request, proof of capacity)

c. The form of access required

d. The postal address or fax number of the requester in the Republic

e. If the requester wishes to be informed of the decision in any manner (in addition to written) the manner and particulars
thereof

f. The right which the requester is seeking to exercise or protect with an explanation of the reason the record is required

to exercise or protect the right.

11. PROTECTION OF PERSONAL INFORMATION PROCESSED

VOS STEYN LABUSCHAGNE INC.The body is committed to protecting the privacy of personal information of our
data subjects. The information you share with us as a data subject allows us to provide you with the best experience with
our products and services, or as a stakeholder.

VOS STEYN LABUSCHAGNE INC.The body has dedicated policies and procedures in place to protect all personal
information collected and processed by us. Please read below for more information on how we collect, process, use and

disclose personal information.
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11.1 The purpose of processing of personal information

We process personal information for various reasons, including but not limited to the following:

* To manage information, products and/or services requested by data subjects
* To help us identify data subjects when they contact us

* Manage customers

* To maintain customer records

* Recruitment purposes

* Employment purposes

* Training purposes

* General administration

* Financial and tax purposes

* Legal or contractual purposes

* Health and safety purposes

* To monitor access, secure and manage our premises and facilities

* To transact with our suppliers

* To improve the quality of our products and services

* To help us detect and prevent fraud and money laundering under FICA
* To help us recover debts

11.2 Data subject categories and personal information processed
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Customers

Age

Correspondence sent by the person that is implicitly or
explicitly of a private or confidential nature, or further
correspondence that would reveal the contents of the
original correspondence

Customers - e

mail address

Customers

Gender

ID number

Language and birth of the person
Location information

Marital status

Name of individual if it appears with other personal
information

National, ethnic or social origin
Physical address

Race

Sex

Telephone number

Views or preferences of the person

Employees

Age

Blood type

Colour

Criminal history, alleged commission of offence and
proceedings in respect of these offences

Disability

Education history

Employees - e

mail address

Employees

Employment history

Gender

ID number

Language and birth of the person
Location information

Marital status

Name of individual if it appears with other personal
information

National, ethnic or social origin
Physical address

Physical or mental health
Pregnancy

Race

Religion

Sex

Telephone number

Employees - Well

being

Prospective employee

Age

Blood type

Colour

Criminal history, alleged commission of offence and
proceedings in respect of these offences

Disability

Education history

Prospective employee - e

| mail address

Prospective employee

Employment history

Gender

ID number

Language and birth of the person
Location information

Marital status

National, ethnic or social origin
Physical address

Physical or mental health
Pregnancy

Race

Religion

Sex

Telephone number

Prospective employee - Well

being /
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Suppliers - e mail address

Suppliers ’ Location information
Physical address
Telephone number

Visitors (Walk-in) ID number

Physical address
Physical or mental health
Telephone number

11.3 Recipients with whom personal information is shared

In processing your personal information, we may share it within the group of companies or with other third parties.
These include but are not limited to:
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* Statutory authorities
* Tax authorities

* Payment processors
* Service providers

11.4 Security measures implemented to protect personal information
We have identified our security risks over the personal information we process in line with the Protection of Personal

Information Act, and we have implemented various security measures to ensure reasonable protection against the risk of
loss, misuse, unauthorised access and disclosure, alteration and destruction of the personal information.

We also take steps to ensure that operators that process personal information on behalf of company name apply adequate
safeguards as outlined above.

11.5 Trans-border flows of personal information
We may transfer to, and store personal information we collect about you, in countries other than South Africa, if the
relevant business transactions or situation requires trans-border processing. These countries may not have the same data

protection laws as South Africa, and in this instance, we will only transfer the information if we have consent from you,

or it is necessary for the performance or conclusion of a contract between us.

11.6 Personal information received from third parties

When we receive personal information from a third party on behalf of a data subject, we assume confirmation that they
have written consent from the data subject that they are aware of the contents of this PAIA manual and the Privacy

Policy, and do not have any objection to our processing their information in accordance with this policy.

Where information on third parties is provided by a data subject, or a third party provides information on a data subject,
that information may be taken into account with other personal information.

11.7 Data Breaches

Where there are reasonable grounds to believe that the personal information of a data subject has been accessed or

acquired by any unauthorised person, the body shall notify:

a) the Regulator; and
b) the data subject, unless the identity of such data subject cannot be established.

The notification will be made as soon as reasonably possible after the discovery of the compromise, taking into account
the legitimate needs of law enforcement or any measures reasonably necessary to determine the scope of the compromise
and to restore the integrity of the responsible party’s information system.
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12. AVATLABILITY OF THE MANUAL

12.1 A copy of the Manual is available-
12.1.1 on our website, if any;
12.1.2 head office of the body for public inspection during normal business hours;
12.1.3 to any person upon request and upon the payment of a reasonable prescribed fee; and
12.1.4 to the Information Regulator upon request.

12.2 A fee for a copy of the Manual, as contemplated in annexure B of the Regulations, shall be payable per each
A4-size photocopy made.

13. UPDATING OF THE MANUAL

The head of the private body will on a regular basis update this manual.
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