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ACCESS TO INFORMATION MANUAL
As required by Section 51 of the Promotion to Access of Information Act No 2 of 2000 (“PROATIA”)

SOUTHERN SKY HOTEL & LEISURE (PTY)LTD

1.
INTRODUCTION

Southern Sky Hotel & Leisure ( Pty ) Ltd operates the Hans Merensky Hotel & Spa as well as the Hans Merensky Golf Course in
Phalaborwa

2.
COMPANY DETAILS

The company details are as follows —

Registration Number 2006/005152/07

Postal Address PRIVATE BAG X 7001
BENDOR PARK
0713

Physical Address 25 WATERMELON STREET
PLATINUM PARK
BENDOR
0699

Telephone Number 015 295 8176

Facsimile Number 015 295 8187

General contact Email address for the company gitw@hansmerensky.com

Email address for heads of the company post@mweb.co.za

Website www.hansmerensky.com

RECORDS OF THE COMPANY

A description of the records held by the company, as required by section 51(1)(e) of PROATIA, is attached as Annexure A

4,
REQUEST FOR ACCESS TO RECORDS

Requests for information in terms of the Act can be addressed to Ad C J Langenhoven. A request for information must be done in terms
of the Act on the Request for Access Form which is available on the website of the Human Rights Commission and attached hereto as
Annexure B and submitted to the company at its physical address or fax number or email address indicated above.

5.
INFORMATION AVAILABLE IN TERMS OF OTHER LEGISLATION

The company holds information in accordance with the following legislation

Basic Conditions of Employment Act, No. 75 of 1997

Companies Act No. 61 of 1973

Compensation for Occupational Injuries and Health Diseases Act No. 130 of 1993
Credit Agreements Act No. 75 of 1980

Employment Equity Act No. 55 of 1998

Labour Relations Act No. 66 of 1995

Occupational Health & Safety Act No. 85 of 1993

Short Term Insurance Act No. 53 of 1998

Skills Development Levies Act No. 9 of 1999

10. Skills Development Act No. 97 of 1998

11. Unemployment Contributions Act No. 4 of 2002

12. Unemployment Insurance Act No. 63 of 2001

13. Value Added Tax Act No. 89 of 1991

14. Income Tax Act No. 58 of 1962

15. National Environmental Management Act No 107 of 1998

16. The list above is not exhaustive and the company may further hold records in terms of legislation not specifically listed above.

©CoOoNOTOAMOWNE




SUBJECTS AND CATEGORIES OF RECORDS

COMPANIES ACT RECORDS

» Documents of incorporation
» Minutes of Board of Directors meetings
* Records relating to the appointment of directors/ auditor/ secretary/ public officer and other officers

EINANCIAL RECORDS

* Annual Financial Statements
» Tax Returns

» Accounting Records

» Banking Records

* Bank Statements

* Paid Cheques

* Electronic banking records

* Asset Register

* Rental Agreements

* Invoices

INCOME TAX RECORDS
* PAYE Records
» Documents issued to employees for income tax purposes
* Records of payments made to SARS on behalf of employees
« All other statutory compliances:
- VAT
- Skills Development Levies
- UIF
- Workmen’s Compensation

PERSONNEL DOCUMENTS AND RECORDS

* Employment contracts
* Employment Equity Report
» Medical Aid records

* Pension Fund records
* Disciplinary records

+ Salary records

* SETA records

* Disciplinary code

* Leave records

* Training records

* Training Manuals

CORPORATE RECORDS

» Contracts with suppliers
- Contracts with clients
« Service agreements

DECISION REGARDING REQUEST

The Act provides for numerous grounds upon which the company may refuse to grant access to records of the company. These
grounds for refusal are to protect —

the privacy of another person

commercial information of another company
confidential information of another person

the safety of individuals and property

records privileged from production in legal proceedings
research information

You will be notified within 30 calendar days of your application in writing and on the prescribed form whether your request has been
approved or not. Should any requested record not be found or does not exist, the company will, by way of affidavit, notify you that it is
not possible to give access to that particular record.




ACCESS To RECORDS

If your request for access to records of the company is approved, access will be provided in a form and manner as the company may
reasonably determine, unless requested in a specific form.

FEES

The fees payable is prescribed in terms of Section 52 (3) of the Act and is as set out in the Fee Schedule which is available on the
website of the Human Rights Commission and is attached hereto as Annexure C.




ANNEXURE A

DESCRIPTION OF RECORDS TABLE

1. Company Secretarial Records

Company Documents Physical Publically available at CIPRO
Names of Directors Physical Publically available at CIPRO
Salaries of Directors Physical Not automatically available

2. Financial Records of the Company

Financial statements Physical In accordance with the
Companies Act

Documents relating to taxation of the company Physical Not automatically available
Financial Agreements Physical Not automatically available
Banking Details Physical Available on request

3. Insurance of Company

Insurance Policies held by the Company Physical Not automatically available

Register of all immovable property owned by the company Physical Not automatically available

4. Employees

List of Employees Physical Not automatically available
Personal information of employees Physical Not automatically available
Employee contracts of employment Physical Not automatically available
Pension Funds & Provident Fund Physical Not automatically available
Salaries of Employees Physical Not automatically available
Leave records Physical Not automatically available

5. Company Policies and Procedures

Internal relating to employees and the company Physical Not automatically available

External relating to clients and other third parties Physical Not automatically available

6. Agreements / Contracts

Standard Agreements Physical Not automatically available
Contracts concluded with clients Physical Not automatically available
Supplier contracts Physical Not automatically available
Management contracts Physical Not automatically available

7. Regulatory

Permits, Licences or Authorities Physical Not automatically available

8. Client Information

Client Details physical Not automatically available

Contact details of clients physical Not automatically available

Communications with clients physical Not automatically available




ANNEXURE B

REQUEST FOR ACCESS FORM
in terms of PAIA

SOUTHERN SKY HOTEL & LEISURE ( PTY ) LTD

PARTICULARS OF PERSON REQUESTING ACCESS TO INFORMATION

Surname First name/s
Identity number E-mail address
Telephone no. Fax no.

Postal address
PARTICULARS OF PERSON ON WHOSE BEHALF REQUEST IS MADE (IF APPLICABLE)

Surname First names
Identity number E-mail address
Telephone no. Facsimile no.

Postal address

PARTICULARS OF RECORDS REQUESTED

FORM OF ACCESS TO RECORD

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.

(Mark the appropriate shaded box with an X.)

1. If therecord is in written or printed form:

copy of record* ‘ ‘ Inspection of record

2. If the record consists of visual images:

(this includes photographs, slides, video recordings, computer-generated images, sketches, etc.):

‘ view the images ‘ l copy of the images* ‘ ‘ transcription of the images*

3. If the record consists of recorded words or information which can be reproduced in sound:

listen to the soundtrack ‘ ‘ Transcription of soundtrack*(written or printed)

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

printed copy of record printed copy of information derived copy in computer readable form* (stiffy or
from the record* compact disc)
* |f you requested a copy or transcription of a record (above), do you wish the copy or transactions to be YES NO

posted to you?

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 above, state your
disability and indicate in which form the record is required.

Disability

Form in which record is required:

PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED

EXPLANATION OF WHY RECORD IS REQUIRED

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.




Signed at Date

Signature of the Requester




ANNEXURE C

FEES FOR REPRODUCTION

For every photocopy of an A4 page or part thereof R1.80
For every printed copy of an A4 page or part thereof held on a computer or in electronic or machine-readable form R0.75
For a copy in a computer readable form on stiffy disc R7.50
For a copy in a computer-readable form on compact disc R70.00
For a transcription of visual images per A4 page or part thereof R40.00
For a copy of visual images R60.00
For a transcription of an audio record per A4 page or part thereof R20.00
For a copy of an audio record R30.00
REQUEST FEE

For a person requesting access to information other than a personal requester i.e. a requester seeking access to a R50.00
record containing personal information about the requester.

SEARCH FEE

Per hour or part thereof required to search for and prepare the record for disclosure. R30.00

DEPOSIT

A deposit of one third of the access fee is payable as a deposit if the search for a record requires more than six hours.




