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SECTION 51 MANUAL OF
CONNOLD & ASSOCIATES CC
IN TERMS OF THE  
PROMOTION OF ACCESS TO INFORMATION 
ACT 2 OF 2000
A.
CONTENTS
Acknowledgement of the South African Human Rights Council
Introduction to Connold & Associates CC.
1.
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2.
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3.
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4.

Access to records held by Connold & Associates.
i. The latest notice regarding the categories of records of the body, which are available without a person having to request access in terms of this Act in terms of section 52(2).
ii. Records that may be requested 
iii. The request procedures
5.

Other information as may be prescribed 
6.

 Availability of the manual 
The South African Human Rights Council is hereby acknowledged for providing the framework for this Manual.
B. PARTICULARS IN TERMS OF THE SECTION 51 MANUAL
INTRODUCTION TO CONNOLD & ASSOCIATES
Connold & Associates is a close corporation incorporated according to the company laws of the Republic of South Africa, under registration number 2002/027846/23
Connold & Associates operates as Human Resource Practitioners
Mrs Dulcie Desrae Connold is the sole Managing Member to act as the person to whom requests for information must be made in terms of the Act.
1.
Contact details of information officer  (Section 51(1)(a))
Mrs Dulcie Desrae Connold
Managing Member
Postal Address:
P O Box 3097



Edenvale



1610
Physical Address:
144 – 7th avenue



Edenvale
Telephone:

011 452 1707
Facsimile:

011 452 1971
E-mail:


desrae@connold.co.za


Mobile Phone No.:
082 851 3441
2.
DESCRIPTION OF GUIDE REFERRED TO IN SECTION 10: SECTION 51(1)(b)

A Guide has been compiled in terms of Section 10 of PAIA by the Human Rights Commission.  It contains information required by a person wishing to exercise any right, contemplated by PAIA.  It is available in all of the official languages.

The Guide is available for inspection, inter alia, at the office of the offices of the Human Rights Commission at 29 Princess of Wales Terrace, cnr York and St Andrews Street, Parktown and on its website a www.sahrc.org.za.

THE LATEST NOTICE IN TERMS OF SECTION 52(2)
At this stage no notice(s) has/have been published on the categories of records that are automatically available without a person having to request access in terms of the PAIA.

2.
The section 10 Guide on how to use the Act (Section 51(1)(b)) 
The Guide will be available from the South African Human Rights Commission by not later than January 2012. Please direct any queries to:  
The South African Human Rights Commission:

PAIA Unit
The Research and Documentation Department
Postal address:
Private Bag 2700
Houghton
2041
Telephone:

+27 11 484-8300
Fax:


+27 11 484-0582
Website: 

www.sahrc.org.za
E-mail:


PAIA@sahrc.org.za
3.

Records available in terms of other legislation (Section 51(1)(d)
Records are kept in accordance with the following legislation:
1. Basic Conditions of Employment Act No. 75 of 1997
2. Employment Equity Act No. 55 of 1998
3. Occupational Health & Safety Act No. 85 of 1993
4. Labour Relations Act 66 of 1995 
5. Compensation for Occupational Injuries and Disease Act 130 of 1993
6. Companies Act 2008 Act No 71 and Companies Amendment Act  No 3 of 2011

7. Unemployment Insurance Act 63 of 2001

8. Unemployment Insurance Act 63 of 2001

9. Income Tax Act 89 of 1991 and amendments

10. Value Added Tax Act 89 of 1991

11. Skills Development  Act 9 of 1999 and amendments
4.

Access to the records held by Connold & Associates Sections 51(1)(c) and 51(1)(e))
i. The latest notice regarding the categories of records of the body, which are available without a person having to request access in terms of this Act in terms of section 52(2) (Section 51(1)(c))
Not Applicable
ii. A description of the subjects of the records held and the categories in which these subjects are classed (Section 51(1)(e))
Records, to which the right and manner of access will be provided in accordance with the Act (subject to the restrictions and right of refusal provided for in the Act), are available in respect of the following aspects of the company’s business and operations.
COMPANIES ACT RECORDS
· CIPC registration documentation
· Registration as a Private Employment Service
FINANCIAL RECORDS
· Annual Financial Statements
· Tax Returns
· Accounting Records
· Banking Records

· Bank Statements

· 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

· Provident Fund Records

· Salary Records

· SETA Records

· Policy Manual

· Leave records

· Training Records
iii. The request procedures 


Form of request:


· These are available on the South African Human Rights Commission website (www.sahrc.org.za) or the Department of Justice and Constitutional Development (www.doj.gov.za) (under regulations)


Fees:
· These are available on the SOUTH AFRICAN HUMAN RIGHTS COUNCIL website (www.sahrc.org.za) or the Department of Justice and Constitutional Development (www.doj.gov.za) (under regulations)
6.
  Other information as may be prescribed [Section 51(1)(f)]
The Minister of Justice and Constitutional Development has not made any regulations in this regard.
7.
Availability of the manual [Section 51(3)]
The manual is available for inspection at the offices of this private body free of charge. Furthermore copies are available at the SOUTH AFRICAN HUMAN RIGHTS COUNCIL. 
Signed at.............................................on.................................................

..............................................................

Mrs D D Connold

Managing Member

