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INTRODUCTION

The Promotion of Access to Information Act, No 2 of 2000, (“the Act”) gives effect to the constitutional right of access to information held by a public or private body.

In 1996 South African Constitution provided that a statutory right of access on request to any record held by the state as well as access to records held by private bodies entrenches the fundamental right to information.

The Act establishes the following statutory rights of requestors to any record of a private body if the following circumstances are met:

· If the record is required for the exercise or protection of any of his or her legal rights;

· The requestor complies with all the procedural requirements; and

· The access is not refused in terms of any grounds of refusal referred to in the Act.

The company is a private body and as such has to comply with the requirements of the Act.  One of the requirements of the Act is the compilation of a manual that contains information on the records held by the relevant private body.

This document serves as the manual of the company, all it operating divisions, its subsidiaries and related entities listed below (“the group”) in compliance with the requirements of the Act.  The entities covered by this manual are:

· William Tell Holdings Limited

· William Tell Industries (Pty) Ltd

· William Tell Board (Pty) Ltd

· Tellprop (Pty) Ltd

· ELB Ultrabord (Pty) Ltd

A copy of this manual can be inspected at the company’s offices in Chamdor and is also available on the company’s website (see details below).

COMPANY OVERVIEW

William Tell was incorporated in South Africa under the name “Vicva 148 (Proprietary) Limited” on 15 October 2004. The company converted to a public company and changed its name to “William Tell Holdings Limited” on 16 May 2007. 

William Tell is a focused manufacturer of WBP.  The group produces chipboard from wood waste, adds value by applying melamine surfaces and further adds value by producing systems and components for the broader building and related industries.  Products are marketed under the Evopan and William Tell brand names.

The client base ranges from individual contractors to large businesses in the built-in furniture, office furniture, shop-fitting, exhibition, case goods, wholesale, merchandising, retailing and related industries in Southern Africa.

CONTACT DETAILS

The information officer of the company has been duly appointed by the board of directors to ensure compliance with the requirements of the Act.  Contact details for the information officer are as follows:

Contact person

:
Wally van Coller
Postal address

:
William Tell Holdings Limited





PO Box 1663, Krugersdorp, 1740
Physical address

:
William Tell Holdings Limited





31 Van Eck Street, Chamdor, Krugersdorp, 1739
Telephone number

:
0860 945 526
Facsimile number

:
086 618 2071 

Email



:
wally@williamtell.co.za
GENERAL INFORMATION

Name of the private body
: 
William Tell Holdings Limited (including its
subsidiaries)

Postal address


:
PO Box 1663, Krugersdorp, 1740
Physical address

:
31 Van Eck Street, Chamdor, Krugersdorp, 1739
Telephone number

:
0860 945 526
Facsimile number

:
086 618 2071
Website


:
www.williamtellholdings.co.za
WHO MAY REQUEST ACCESS TO INFORMATION
The Act provides that a person may only request information in terms of the Act if the information is required for the protection of a right. Only requests for access, where the requestor can furnish the Information Officer with sufficient particulars as to the right the requestor is seeking to protect, will be considered.

A requestor can request access to information in different companies. The category under which the request falls will influence the amount to be charged when a request is lodged. Requestors can be classified in accordance with the following different categories:

· A personal requestor, that is a person who requests information about him/herself;

· An agent requestor, that is a person requesting information on behalf of someone else;

· A third party requestor, that is a person requesting information about someone else; or

· A public body, requests information in the public interest.

GUIDE ON HOW TO USE THE ACT

The Human Rights Commission was required by law to compile a guide (“the Guide”) that would include the following:
· A description of the objectives of the Act;

· The relevant information of every private body as applicable;

· The manner and form in which requests must be lodged;

· The remedies available to requestors should a body not comply with the Act;

· The manner in which an appeal can be lodged;

· The fees payable in relation to requests for access; and

· A reference to any regulations passed.

 You may request any additional information to assist you in making a request from the South African Human Rights Commission at:
The South African Human Rights Commissioner, PAIA Unit

The Research and Documentation Department

Postal address


:
Private Bag 2700, Houghton 2041

Telephone number

:
+27 +11 484 8300

Facsimile number

:
+27 +11 483 0482

Website


:
www.sahrc.org.za
COPY OF NOTICE

No notice in terms of s52(2) of the Act has been published.  Certain records are, however, freely available on the company’s website.
RECORDS HELD IN TERMS OF OTHER LEGISLATION

Where applicable to our operations, information is also available in terms of certain provisions of the following statutes:
Accounting and finance:

Income Tax Act, No 58 of 1962

Value Added Tax Act, No 89 of 1991

Human resources:

Basic Conditions of Employment Act, No 3 of 1983

Compensation for Occupational Injuries and Diseases Act, No 130 of 1993

Employment Equity Act, No 55 of 1998

Skills Development Levies Act, No 9 of 1999

Unemployment Insurance Act, No 63 of 2001

Wages Act, No 5 of 1957

Workmen’s Compensation Act, No 30 of 1941

Pension Fund Act, No 24 of 1956

Medical Schemes Act, No 131 of 1998

Labour Relations Act, No 66 of 1995

Broad Based Black Economic Empowerment Act, No 53 of 2003

Company secretarial and administration:

Companies Act, No 61 of 1973

Regional Services Councils Act, No 109 of 1985

Prevention and Combating of Corrupt Activities Act, No 12 of 2004

Merchandise Marks Act, No 17 of 1941

Prevention of Organised Crime Act, No 121 of 1998

Trade Marks Act, No 194 of 1993

Environmental:

National Environmental Management Act, No 107 of 1998

Safety:

Occupational Health and Safety Act, No 85 of 1973

The Hazardous Substance Act, No 15 of 1973

Compensation of Occupational Injuries and Diseases Act, No 130 of 1993
REQUESTS FOR ACCESS

Prescribed access form:
In order to facilitate your access to a record, you need to complete the attached prescribed access form as set out in annexure “A” hereto. Please take note that the prescribed access form must be completed in full and that failure to do so may result in the process being delayed until such additional information is provided.

It is also important to note that access is not automatic – you must identify the right you are seeking to exercise or protect and explain why the record you request is required for the exercise or protection of that right. You will be notified in the manner indicated by you on the request from whether your request has been approved.

Proof of identity:

Proof of identity is required to authenticate the request and the requester. Therefore in addition to the access form, requestors will be required to supply a certified copy of their identification document or any other legally acceptable means of identification.

Prescribed fees:

Please take note that a request will not be processed until the request fee and deposit (if applicable) have been paid. Requestors are advised that four types of fees are provided for in terms of the Act.

· Reproduction fee: this fee is payable with respect to all records that are automatically available;

· Request fee: this fee is an administration fee that must be paid by all requestors, except personal requestors, before the request is considered and is not refundable;

· Access fee: which is payable once access to a record is granted, this fee is intended to reimburse the company for the costs involved in searching and preparing the record for delivery;

· Deposit: which is payable if the company receives a request for access to information about a person other than the requestor himself/herself and where the preparation of the record will take more than six hours.

Reproduction fees

The applicable fees (excluding VAT) for reproduction as referred to above are:

	
	Rand

	For every photocopy of an A4-size page or part thereof
	1.10

	For every printed copy of an A4-size page or part thereof held on a computer or in electronic form
	0.75

	For a copy in a computer readable form:
	

	Diskette
	7.50

	Compact disc
	70.00

	A transcription of visual images, for and A4-size page or part thereof
	40.00

	For a copy of visual images
	60.00

	A transcription of an audio record, for an A4-size page or part thereof
	20.00

	For a copy of an audio record
	30.00


Request fee

A request fee of R50.00 (excluding VAT) is payable up front where a requester submits a request for access to information on anybody else other than a requestor him/herself.

Access fee

The applicable fees (excluding VAT) which will be payable are:

	
	Rand

	For every photocopy of an A4-size page or part thereof
	1.10

	For every printed copy of an A4-size page or part thereof held on a computer or in electronic form
	0.75

	For a copy in a computer readable form:
	

	Diskette
	7.50

	Compact disc
	70.00

	A transcription of visual images, for and A4-size page or part thereof
	40.00

	For a copy of visual images
	60.00

	A transcription of an audio record, for an A4-size page or part thereof
	20.00

	For a copy of an audio record
	30.00

	To search a record that must be disclosed, per hour or part of the hour
	30.00

	Where a copy of the record needs to be posted the actual postal fee is payable
	


Deposit
Where the company receives a request for access to information about a person other than the requestor himself/herself and the information officer is of the opinion that the preparation of the required record will take more than six (6) hours, a deposit of one third (1/3) of the amount of the applicable access fee is payable.

GRANTING OR REFUSAL OF REQUESTS

All requests that meet the requirements, as set out above will be processed in accordance with the time limits as set out in the Act.

Requestors should take note that requests may be refused based on the following grounds, as set out in the Act:

· Mandatory protection of privacy of a third party who is a natural person;

· Mandatory protection of commercial information of a third party;

· Mandatory protection of certain confidential information of a third party;

· Mandatory protection of records privileged from production in legal proceedings;

· Commercial information of the private body; and

· Mandatory protection of research information of a third party and of the private body.

Requestors will be informed within 30 days of a decision to refuse access to the information requested on one of the above grounds. Please take note that in terms of the Act the 30 day period may be extended for a further 30 day period should more time be required to gather the requested information. The requestor will, however, be notified if the initial 30 day notice period is to be extended for a further 30 days.
RECORDS OF THE COMPANY, ITS SUBSIDIARIES AND RELATED ENTITIES

The company:

Records available:

· Financial and tax

· Employee

· Treasury 

· Property

· Materials management

· Information management

· Internal policies and procedures

· Statutory and secretarial

· Internal correspondence

· General correspondence

· Contracts and agreements

· Insurance and risk management

· Technology

· Health and safety

· Corporate affairs and investor relations

The company subsidiaries:

The company subsidiaries include the following:

William Tell Industries (Pty) Ltd

William Tell Board (Pty) Ltd
William Tell Group (Pty) Ltd

Tellprop (Pty) Ltd
Records available in respect of the subsidiaries are:

· Accounting

· Secretarial

· Contracts and agreements

· General correspondence

· Statutory 

· Employee

· Customers

· Operational

· Purchasing

· Occupational health and safety

· Products

AVAILABILITY OF MANUAL

As indicated, the manual is available for inspection, free of charge, at the offices of the company in Chamdor and is also available on the company’s website at www.williamtellholdings.co.za.
Copies may also be requested from the South African Human Rights Commission.

ANNEXURE “A”
FORM C
Request for access to record of private body

(Section 53(1) of the Promotion of Access to Information Act, 2000 (Act 2 of 2000))

[Regulation 10]

	A
Particulars of private body

	The Head:

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________

	B
Particulars of person requesting access to the record



	(a)
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.

(c)
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 behalf of another person: ___________
_______________________________________________________________________

	C
Particulars of person on whose behalf request is made



	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 access is requested, including the reference number if that is known to you, to enable the record to be located.

(b)
If the provided space is inadequate, please continue on a separate folio and attach it to this form. The requester must sign all the additional folios.

	1
Description of record or relevant part of the record: _____________________________

____________________________________________________________________

_____________________________________________________________________

____________________________________________________________________


_____________________________________________________________________

	2
Reference number, if available: ____________________________________________

	3
Any further particulars of record: ___________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

	E
Fees



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

(c)
The fee payable for access to a record depends on the form in which access is required 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 form the record is required.



	Disability: ___________________________
___________________________________
___________________________________
	Form in which record is required: ________
___________________________________
____________________________________

	Mark the appropriate box with an X.

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.


	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 recordings, computer-generated images, sketches, etc.):

	
	view the images
	
	Copy the images*
	
	transcription of the images*

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

	
	listen to the soundtrack (audio casette)
	
	transcription of soundtrack*
(written or printed document)

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

	
	printed copy of record*
	
	printed copy of information derived from the record*
	
	copy in computer readable form*
(stiffy or compact disc)


	G
Particulars of right to be exercised or protected



	If the provided space is inadequate, please continue on a 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 protected: ___________________________
_______________________________________________________________________
_______________________________________________________________________

	2
Explain why the record requested is required for the exercise or protection of the aforementioned right: ____________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________

	H
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.



	How would you prefer to be informed of the decision regarding your request for access to the record?

_______________________________________________________________________
_______________________________________________________________________

	Signed at _____________________ this ____________ day of ________________ 20 _

	
	________________________________
SIGNATURE OF REQUESTER / PERSON
ON WHOSE BEHALF REQUEST IS MADE
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