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LEWIS GROUP LIMITED

Registration Number: 2004/009817/06

This manual is prepared in terms of section 5hefRromotion of Access to Information Act No.2

of 2000 ("the Act"). The Act gives effect to anyarmation in records held by public or private

bodies that is required for the exercise or pradeadf any rights. The Act sets out the requisite

procedural issues attached to such request, th@eatents which such request must meet as well

as the grounds for refusal or partial refusal ahskequest.

1. INFORMATION REQUIRED IN TERMS OF SECTION 51(1)(a) O F THE ACT

Contact Details
Organisation
Status
TheHead
Postal address

Physical address

Telephone number
Fax number
E-mail address
Web page

Lewis Group Ltd
Private Body

The Information Officer
P.O. Box 43
Woodstock

7915

Universal House

53A Victoria Road
Woodstock

7925

(021) 460 4400

(021) 460 4662
info@lewisgroup.co.za
www.lewisgroup.co.za

Guide of The South African Human Rights Commission

INFORMATION REQUIRED IN TERMS OF SECTION 51(1)(b ) OF THE ACT

The Human Rights Commission has compiled a guidermms of section 10 of the Act. The

guide contains information required by a persorhimig to exercise any right, contemplated

by PAIA. It is available in all of the official layjuages.

The guide is available from the South African HunRights Commission. Please direct

any queries to:

Human Rights Commission

29 Princess of Wales Terrace
Cnr York and St. Andrews Street
Parktown

Website: www.Ssahrc.org.za
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THE LATEST NOTICE IN TERMS OF SECTION 52(2) (IF ANY)

At this stage no notice(s) has/have been publishetie categories of records that are

automatically available without a person havingeiguest access in terms of PAIA.

INFORMATION REQUIRED IN TERMS OF SECTION 51(1)(d ) OF THE ACT

Records are kept in accordance wittter alia, the following legislation:

* Labour Relations Act 66 of 1995
* Employment Equity Act 55 of 1998

» Basic Conditions of Employment Act 75 of 1997

» Compensation for Occupational Injuries and Dise&sel 30 of 1993

» Companies Act 71 of 2008

* Unemployment Insurance Act 63 of 2001

* Value Added Tax Act 89 of 1991
* Income Tax Act 58 of 1962
» Skills Development Act 9 of 1999

INFORMATION REQUIRED IN TERMS OF SECTION 51(1)(e ) OF THE ACT

This clause serves as a reference to the recaat&elwis Group holds. It is recorded that

the accessibility of the documents listed hereiowemay be subject to the grounds of

refusal set out hereinafter.

Classification of Records

Category

Records

Companies Act records

« Documents of incorporation
e Memorandum of Incorporation

* Minutes of Board of Director Meetings
* Records relating to the appointment of
directors/auditor/secretary/public office

and other officers

» Share Register and other statutory

registers
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Financial Records

Annual Financial Statements
Tax Returns

Accounting Records
Banking Records, bank statements, pa
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 ¢
behalf of employees
All other statutory compliances:
= VAT
= Regional Services Levies
= Skills Development Levies
= UlF
= Workmen’s Compensation

Personnel Documents and Records

Employment Contracts
Employment Equity Plan (if applicable
Medical Aid records
Pension Fund records
Disciplinary records
Salary records

SETA records
Disciplinary records
Leave records
Training records
Training Manuals

Customer Related Information

A “customer” refers to any natural or
juristic person that receives services
from the Lewis Group.

Records provided by a customer to a
third party acting for and on behalf of
the Lewis Group

Records provided by a third party
Records generated by or within the
Lewis Group relating to its customers,
including transactional records.

Private Body Records

Financial Records
Operational Records
Marketing Records
Product Records
Statutory Records

Page | 4

d

n



Databases

Information Technology
Statutory Records
Internal Policies
Securities and Equities

Other Records

Personnel, Customer and Private Body
Information held by another party, othe
than Lewis Group

Records held by the Lewis Group
pertaining to third parties
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DETAIL ON HOW TO MAKE REQUEST FOR ACCESS

» The requester must complete Form C and submifdhis together with a request fee, to the

Information Officer of the Lewis Group.

» The form must be submitted to the Information Gifiof the Lewis Group at his/her address,

fax number, or electronic mail address

e The form must:;

- Indicate which form of access is required,

- Specify a postal address or fax number of the itguén the Repubilic,

- Identify the record/s requester is seeking to ageror protect, and provide an explanation of
why the records is required for the exercise otgqmton of that right,

- If in addition to a written reply, the requesteshes to be informed of the decision on the
request in any other manner, to state that mammethe necessary particulars to be informed
in the other manner,

- If the request is made on behalf of another persosubmit proof of the capacity in which
the requester is making the request, to the reasmsatisfaction of the Information Officer

of the Lewis Group.

GROUNDS FOR REFUSAL OF ACCESS TO RECORDS

* The main grounds for the Lewis Group to refuseqaest for information relates to the —

- Mandatory protection of the privacy of a third gastho is a natural person, which would
involve the unreasonable disclosure of personatimétion of that natural person;
- Mandatory protection of the commercial informatafra third party, if the record contains
= Trade secrets of that third party
» Financial, commercial, scientific or technical infation which disclosure could
likely cause harm to the financial or commerciatrests of that third party;
= Information disclosed in confidence by a third pad the Lewis Group, if the
disclosure could put that third party at a disadage in negotiations or commercial
competition;
- Mandatory protection of confidential informationtbird parties if it is protected in terms of
any agreement;

- Mandatory protection of the safety of individuatgighe protection of property;
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- Mandatory protection of records which would be relgd as privilege in legal proceedings;
- The commercial activities of the Lewis Group, whiohy include —
= Trade secrets of the Lewis Group;
» Financial, commercial, scientific or technical infation which disclosure could
likely cause harm to the financial or commercia¢iests of the Lewis Group;
= Information which, if disclosed could put the Lev@soup at a disadvantage in
negotiations or commercial competition;
= A computer program which is owned by the Lewis @rxcand which is protected by
copyright.
Requests for information that are clearly frivolaus/exatious, or which involve an unreasonable

diversion of resources shall be refused.

FEES
» The Act provides for two types of fees, namely;
= A request fee, which will be a standard fee; and
= An access fee, which must be calculated by takitmaccount reproduction costs,
search and preparation time and cost, as well stalposts.

* When the request is received by the Informationd®ffof the Lewis Group, such officer shall
be notice require the requester, other than a pafsequester, to pay the prescribed request fee
(if any), before further processing of the request.

» If the search for the record has been made angrémaration of the record for disclosure,
including arrangement to make it available in taguested form, requires more than the hours
prescribed in the regulations for this purpose Ittiermation Officer of the Lewis Group shall
notify the requester to pay as a deposit the ptestiportion of the access fee which would be
payable if the request is granted.

« The Information Officer shall withhold a record iithe requester has paid the fees as
indicated in Annexure “B”.

* Arequester whose request for access to a recerdden granted, must pay an access fee for
reproduction and for search and preparation, andrig time reasonably required in excess of
the prescribed hours to search for and preparestteerd for disclosure including making
arrangements to make it available in the request.fo

« If a deposit has been paid in respect of a reqoesiccess, which is refused, then the

Information Officer concerned must repay the deptosihe requester.
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DECISION

» The Information Officer will, within 30 days of reipt of the request, decide whether to grant
or decline the request and give notice with reagidmequired) to that effect.

» The Information Officer may extend the period ofd#ys, for a further period of 30 days, if
he/she has given notice to the requester of thrensiin.

AVAILABILITY OF THE MANUAL

* This manual is available on the website www.lewasgy.co.za.

Page | 8



FORM C
PRESCRIBED FORM TO BE COMPLETED BY A REQUESTER

REQUEST FOR ACCESS TO RECORDS OF PRIVATE BODY
(Section 53(1)of the Promotion of Access to Infatima Act, 2000
(Act No.2 of 2000))

[Regulation 10]

A. Particulars of a private body
The Head :
B. Particulars of person requesting access to thecord

(@ 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.

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

Full names and surname:

Identity number:

Postal address:

Fax number:

Telephone number:

E-mail address:

Capacity in which request is made, when made on bali of another person:

C. Particulars of person on whose behalf request imade

This section must be completed ONLY if a request for information is made on behalf of another
Person.

Full names and surname:

Identity number:

D. Particulars of record

a) Provide full particulars of the record to which ess is requested, including the referenc
number if that is known to you, to enable the rddorbe located.

b) If the provided space is inadequate, please caomtimua separate folio and attach it to this
form. Therequester must sign all the additional folios.

117

1. Description of record or relevant part of the reord:

2. Reference number, if available:
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3. Any further particulars of record:

E. Fees

a) A request for access to a record, other than a record containing personal information about
your self, 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.

) The fee payable for access to a record depends on the formin which accessisrequired and
the reasonable time required to search for and prepare a record.

d) If you qualify for exemption of the payment of any fee, please state the reason for

exemption.

Reason for exemption from payment of fees:

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 formtherecord is
required.

Disability: Form in which record is required

Mark the appropriate box with an X
NOTES

a)

Compliance with your reguest in the specified form may depend on the form in which the
record isavailable.

S,

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 formin
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 recoslisomputer-generated images, sketche
etc):
view of the image copy of the image« transcription of the
images
3. If record consists of recorded words or informationwhich can be reproduced ir
sound:
Listen to the soundtra Transcription of soundtrac
(audio cassette). (written or printed document)
4. If record is held on computer or in anlectronic or machine-readable form:
printed copy of printed copy of copy in computer
record* information derived from readable form* (stiffy
the record* or compact disc)

*If you requested a copy or transcription of a melc@bove), dc | YES NO
you wish the copy or transcription to be posteydo?
Postage is payable.
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G. Particulars of right to be exercised or protectd

If the provided space is inadequate, please camtimua separate folio and attach it to this form.
The requester must sign all the additional folios.

1. Indicate which right is to be exercised or proteted:

2. Explain why the record requested is required for tle exercise or protection of the
abovementioned right:

H. Notice of decision regarding request for access

You will be notified in writing whether your reguest 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 decisiomegarding your request for access to the|
record?

Signed at this day of 20

SIGNATURE OF REQUESTER/PERSON
ON WHOSE BEHALF THE REQUEST IS MADE
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Annexure B: FEE SCHEDULE

The fee for a copy of the manual as contemplated mregulation 9(2)(c) is RI,10 for
every photocopy of an A4-Size page or part thereof.

The fees for reproduction referred to in regulaion 11(1) are as follows: R
(@) For every photocopy of an A4-size page or fheateof 1.10

(b) For every printed copy of an A4-size page at ffeereof held on a
computer or in electronic or machine-readable form. 0.75

(c) For a copy in a computer-readable form on

(i) stiffy disc 7.50
(i) compact disc 70.00
(d) 0] For a transcription of visual images, for an-gide page or part
thereof 40.00
(i) For a copy of visual images 60.00

(e) 0] For a transcription of an audio record, forAftsize page or part
thereof 20.00
(ii) For a copy of an audio record 30.00

The request fee payable by a requester, other thampersonal requester, referred to in
regulation 11(2) is R50, 00.

The access fees payable by a requester referreditoregulation 11(3) are as follows:

R
1. (@ For every photocopy of an A4-size pageant fhereof 1.10
(b) For every printed copy of an A4-size page at fiereof held
on a computer or in electronic or machine-readédria. 0.75
(c) For a copy in a computer-readable form on
0] stiffy disc 7.50
(i) compact disc 70.00
(d) 0] For a transcription of visual images, for A4-size page
or part thereof . 40.00
(ii) For a copy of visual images. 60.00
(e) (1) For a transcription of an audio record, &or A4-size
page or part thereof 20.00
(i) For a copy of an audio record. 30.00
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(f) To search for and prepare the record for disclog8€,00 for each
hour or part of an hour reasonably required fohssearch and preparation.

2. For purposes of section 54(2) of the Act, the fwifgy applies:
(a) Six hours as the hours to exceeded before a dapgsiyable;
and
(b) one third of the access fee is payable as a dappsite requester.

3. The actual postage is payable when a copy @f@d must be posted to a requester.
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