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MANUAL 

For Price’s Candles (Pty) Ltd 

                                               (Reg . No. 95/12573/07)

Prepared in terms of the requirements of the 

PROMOTION OF ACCESS TO INFORMATION ACT , No 2 of 2000
(hereinafter referred to as “the Act”)
The Act :

To give effect to the constitutional right of access to any information held by the State and any information that is held by another person and that is required for the exercise or protection of any rights; and to provide for matters connected therewith.

Introduction

· The Act sets out the requisite procedures associated with any such requests for information.

· In terms of the Act, where a request for information is made to a private body, there is an obligation to provide the information, except where the Act, expressly provides that the information may not be released. 
 

· In that context, Section 9 of the Act recognises that access to information can be limited. The limitation relates to circumstances where its release would pose a threat to the protection of privacy, commercial confidentiality, and the exercising of efficient governance. 

Part 1

Name of Private Body  and Contact Details

Name of Private  body

Price’s Candles (Pty) Ltd

Nature of Business

Manufacturer of candles and petroleum jelly

M.D.of Private  body

Mr. D.A.H. Gould

Postal Address
P.O.Box 2015

Johannesburg 

2000

Street Address

84-86 Carr Street , Newtown , Johannesburg.

Telephone Number

011 378 - 2500

Telefax Number

011 378 - 2532

Email Address

email@pricescandles.co.za

Information Officer

Mr  A.R. Jarman

Postal Address 

P. O. Box 2015 Johannesburg 2000

Telephone

011 378 - 2500

Telefax Number
011 378 - 2532

Email Address

ajarman@pricescandles.co.za

Part 2

Records.

Records available in terms of Section 52(2) of the Act (records available without a person having to request access).

None

Records That Are Held At The Private Body’s Head Office.

1. Personnel Records

    1.1

As provided by employees.

    1.2

As provided by individuals other than employees.

    1.3 

Conditions of employment and employee -related  

contractual records

2. Records relating to Customers

3. Records relating to Prices Candles (Pty.) Ltd.

    3.1

Financial

     3.2

Marketing


    3.3

Product

    3.4
         Internal Correspondence

3.5 Statistical

3.6 Research

    3.7        Statutory records that at present include the following: -

· Basic Conditions of Employment Act. No. 75 of 1997.

· Companies Act No.61 of 1973.

· Close Corporations Act No  69 of 1984

· Compensation for Occupational Injuries and Diseases Act No. 130 of 1993.

· Employment Equity Act No.55 of 1998.

· Income Tax Act No. 58 of 1962.

· Labour Relations Act No. 66 of 1995 as amended.

· Occupational Health and Safety Act. No 85 of 1993.

· Promotion of Access to Information Act No. 2 of 2000.

· Skills Development Act. No. 97 of 1998.

· Skills Development Levies Act. No. 9 of 1999.

· Unemployment Insurance Act. No. 36 of 2001.

· Value Added Tax Act No. 89 of 1991

Part 3

How To Request And Obtain Information 

· To request any document in terms of the Act, the requester must use the prescribed form. This must be submitted to the M.D. of the Private Body  or the Information Officer of the Private Body . 

· The requester must provide sufficient detail to enable the private body to identify the record and the requester. 

· The requester must identify the right that he/she is seeking to exercise or protect, and provide an explanation of why the requested record is required for the exercise or protection of that right. If the request is made on behalf of a person, the requester must submit proof of the capacity in which the requester is making the request.

· In terms of section 63 of the Act, the head of the Private Body must refuse a request for access to a record if its disclosure would involve the unreasonable disclosure of personal information about a third party, including a deceased individual.

· Furthermore, the head of the Private Body must refuse a request for access to a record of the private body/CC/association if the record contains; trade secrets, financial, commercial, scientific and technical information, the disclosure of which could harm the interests of  the Private Body . 

· Similarly, in terms of section 64 of the Act, the above refusal grounds apply in respect of the commercial information of third parties held by the Private Body . Access to such records will require the written permission of the third party concerned before the Private Body  will permit access to view.

· In accordance with the above mandatory refusal grounds, the M.D./Information Officer will make a decision whether to accede to a request for access to information. 

· Any search, reproduction, and document preparation necessitated by requests for information will be undertaken in accordance with the  prescribed fees. 

Part 4.

Manual Availability.

· In respect of hard copies, any transmission costs/postage will be for the account of the requester. 

Extracts from the PROMOTION OF ACCESS TO INFORMATION ACT             No 2 of 2000
________________________________________________________________

'private body' means-



(a)
a natural person who carries or has carried on any trade, business or profession, but only in such capacity;



(b)
a partnership which carries or has carried on any trade, business or profession; or



(c)
any former or existing juristic person, but excludes a public body;

50
Right of access to records of private bodies


(1) A requester must be given access to any record of a private body if-



(a)
that record is required for the exercise or protection of any rights;



(b)
that person complies with the procedural requirements in this Act relating to a request for access to that record; and



(c)
access to that record is not refused in terms of any ground for refusal contemplated in Chapter 4 of this Part.


(2) In addition to the requirements referred to in subsection (1), when a public body, referred to in paragraph (a) or (b) (i) of the definition of 'public body' in section 1, requests access to a record of a private body for the exercise or protection of any rights, other than its rights, it must be acting in the public interest.


(3) A request contemplated in subsection (1) includes a request for access to a record containing personal information about the requester or the person on whose behalf the request is made.

51
Manual


(1) Within six months after the commencement of this section or the coming into existence of the private body concerned, the head of a private body must compile a manual containing-



(a)
the postal and street address, phone and fax number and, if available, electronic mail address of the head of the body;



(b)
a description of the guide referred to in section 10, if available, and how to obtain access to it;



(c)
the latest notice in terms of section 52 (2), if any, regarding the categories of record of the body which are available without a person having to request access in terms of this Act;



(d)
a description of the records of the body which are available in accordance with any other legislation;



(e)
sufficient detail to facilitate a request for access to a record of the body, a description of the subjects on which the body holds records and the categories of records held on each subject; and



(f)
such other information as may be prescribed.


(2) The head of a private body must on a regular basis update the manual referred to in subsection (1).


(3) Each manual must be made available as prescribed.


(4) * For security, administrative or financial reasons, the Minister may, on request or of his or her own accord, by notice in the Gazette, exempt any private body or category of private bodies from any provision of this section for such period as the Minister thinks fit. 

[Date of commencement of s. 51: 15 February 2002.]

CHAPTER IV

GROUNDS FOR REFUSAL OF ACCESS TO RECORDS


62.
Interpretation


63.
Mandatory protection of privacy of third party who is natural person


64.
Mandatory protection of commercial information of third party


65.
Mandatory protection of certain confidential information of third party


66.
Mandatory protection of safety of individuals, and protection of property


67.
Mandatory protection of records privileged from production in legal proceedings


68.
Commercial information of private body


69.
Mandatory protection of research information of third party, and protection of research information of private body

70. Mandatory disclosure in public interest
� See the excerpt annexed .


� See the headings of Part 3 ,Chapter 4 ,  of the Act , annexed .





