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1. LIST OF ACRONYMS AND ABBREVIATIONS

I.1 “CEO” - Chief Executive Officer
1.2 “1O* - Information Officer;

1.3 “Minister”

. Minister of Justice and Correctional Services;
The UASA Group consists of:

|. UASA — THE UNION 1.4 “PAIA” - Promotion of Access to Information Act No.2 of 2000
2. Marlicht Woonstelle (Pty) Ltd; (as Amended;
3. UASA Financial Services (Pty) Ltd
1.5 “POPIA” - Protection of Personal Information Act No.4 of 2013;
TABLE OF CO NTE NTS 1.6 “Regulator” - Information Regulator; and
1.7 “Republic” - Republic of South Africa
LIST OF ACRONYMS AND ABBREVIATIONS 3
PURPOSE OF PAIA MANUAL 3
KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF THE UASA GROUP 4
2. PURPOSE OF PAIA MANUAL
THE SECTION 10 GUIDE ON HOW TO USE PAIA 4
CATEGORIES OF RECORDS OF THE UASA GROUP WHICH ARE AVAILABLE ON This PAIA Manual is useful for the public to-
THEWEBSITEWITHOUT A PERSON HAVING TO REQUEST ACCESS 6
DESCRIPTION OF THE RECORDS OF UASA GROUP WHICH ARE AVAILABLE IN 2.1. check the categories of records held by the group which are available without a
ACCORDANCE WITH ANY OTHER LEGISLATION 6 person having to submit a formal PAIA request;
it | Lo ClFUa IR N S g e O Pl (O e 2.2. have a sufficient understanding of how to make a request for access to a record
RECORDS, CATEGORIES OF RECORDS HELD ON EACH SUBJECT AND OTHER of the group, by providing a description of the subjects on which the group holds
RECORDS HELD BY THE UASA GROUP 7 recordeandihe
PROCESSING OF PERSONAL INFORMATION 8 categories of records held on each subject;
A A LA T B g 2.3. know the description of the records of the group which are available in
DETAIL ON HOW TO MAKE A REQUEST FOR ACCESS accordance with any other legislation;
PRESCRIBED FEES AND FORMS 8
2.4. access all the relevant contact details of the Information Officer who will assist
UPDATING OF THE MANUAL 13 the public with the records they intend to access;

2.5. obtain information on how to access the UASA Group POPI policy that details all
matters relating to the processing of personal information.
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3. KEY CONTACT DETAILS FOR ACCESS TO
INFORMATION OF THE UASA GROUP

Name: Jacques Hugo
Tel: 0114723600

Email: popia@uasa.org.za
Fax number: 01 16744057

Email: admin@uasa.org.za

Postal Address: PO Box 1715, Roodepoort 1709.

Physical Address: 231 Panorama Drive, Constantia Kloof, South Africa.
Telephone: 01 14723600

Email: admin@uasa.org.za

Website: www.uasa.org.za

4. SECTION 51(1) OF THE PROMOTION OF
ACCESS TO INFORMATION ACT (THE ACT)

4.1.The Act grants a requester access to records of a private body, if the record is

required for the exercise or protection of any rights. If a public body lodges a request,

the public body must be acting in the public interest.
4.2. Requests in terms of the Act must be made in accordance with the prescribed
procedures, at the rates provided.The forms and tariff are dealt with in regulations 6

and 7 of the Act.

4.3. Requesters are referred to the Guide as updated by the Information Regulator in

accordance with POPIA, as will be available at the offices of the Information Regulator

and on its website. Please direct any queries regarding this guide to:

Physical address: |JD House, 27 Stiemens Street, Braamfontein, Johannesburg, 2001
Postal address: PO. Box 31533, Braamfontein, Johannesburg, 2017

Telephone Number: 010 023 5200

Website: www.justice.gov.za/inforeg/

Email (complaints): complaints.IR@)justice.gov.za

Email (general enquiries): inforeg@justice.gov.za

5. CATEGORIES OF RECORDS OF THE UASA
GROUP WHICH ARE AVAILABLE ON THE
WEBSITE WITHOUT A PERSON HAVING TO
REQUEST ACCESS

Our Profile

Services and benefits we offer
Application Forms

Brochures and manuals

Quarterly reports

Media releases

Various promotional material

Contact detail of our sectors and offices

6. DESCRIPTION OF THE RECORDS OF
UASA GROUP WHICH ARE AVAILABLE
IN ACCORDANCE WITH ANY OTHER
LEGISLATION

Records available in terms of other legislation, but not limited to, are as
follows:

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 Disease Act 130 of 1993

Companies Act 71 of 2008

Unemployment Insurance Act 63 of 2001
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Value Added Tax Act 89 of 1991
Income Tax Act 58 of 1962
Skills Development Act 9 of 1999

7. DESCRIPTION OF THE SUBJECTS ON
WHICH THE UASA GROUP HOLDS RECORDS,
CATEGORIES OF RECORDS HELD ON EACH
SUBJECT AND OTHER RECORDS HELD BY
THE UASA GROUP

Members:

names, contact details, physical and postal addresses, date of birth, Identity number,
nationality, gender, confidential correspondence, names and birth dates of spouse,
partner, children and other dependants, marital status, e-mail address, medical history,
employer’s details, pension and medical information, employment history and records,
occupation information and remuneration, educational qualifications, criminal records,
banking details and any other private information lawfully collected;

Contractors / service provides / suppliers and customers:

names of contact persons, name of legal entities (including registration number and
VAT number), physical and postal address and contact details, financial information,
founding documents, tax related information, authorised signatories, beneficiaries and
ultimate beneficial owners, banking details, BEE certificates;

Employees:

gender, marital status, pregnancy, race, age, language preference, educational qualifica-
tions, financial information, employment history, identity number, physical and postal
address, contact details, opinions, criminal records, details of well-being, tax numbers
and other salary related information.

THE UASA GROUP maintains records of the following categories and subject
matters (all requests for access will be evaluated on a case by case basis in accor-
dance with the provisions of the Act):

Finance

Administration

Operational records

Internal correspondence

Statutory records

Internal policies and procedures
Membership records

Member benefit and payment records
Information Technology records and logs

Financial Management
Financial Statements
Asset Register
Statutory Financial Records and documents

Human Resource Management
Policies covering issues in the work environment
Employment records and other related records

Communication,Advocacy and Liaison
UASA - THE UNION Publications
External representation
External agreements and resolutions entered into

Legal Services
All legal cases as recorded on the UASA case management/other systems.
Records of complaints
Records of disciplinary proceedings
Records of grievance proceedings/meetings
Records of court applications and pleadings.
Records of various arbitration cases
Records of appeals
Records of investigations and inspections
Reports on contraventions
Records of various mediation and conciliation matters

Training and Development
Training material — various subjects

Constitutional Governance
UASA - THE UNION Constitution
Minutes, or extracts of minutes and resolutions of meetings of UASA:
* National Congress; Branches; National Executive Committee; Management
Committee
* Records of Ballots



PAIA Manual

* Records of Collective Bargaining matters
* Records of nominations and elections of office bearers and delegates

8. PROCESSING OF PERSONAL INFORMATION

The UASA Group Data (POPI) Policy is available on our website www.uasa.org.za

9. AVAILABILITY OF THE MANUAL

9.1. A copy of the Manual is available-

9.1.1. on www.uasa.org.za

9.1.2. head office of the UASA Group for public inspection during normal
business hours;

9.1.3. to any person upon request and upon the payment of a reasonable
prescribed fee; and

9.1.4. to the Information Regulator upon request.

9.2. A fee for a copy of the Manual, as contemplated in annexure B of the
Regulations, shall be payable per each A4-size photocopy made.

10. DETAIL ON HOW TO MAKE A REQUEST
FOR ACCESS

The requester must complete Form C (Annexure A) and submit this form
together with a request fee, to the Information Officer.

The form must be submitted to the information Officer at his/ her address, fax
number, or electronic mail address

The form must:

provide sufficient particulars to enable the information officer to identify the
record/s requested and to identify the requester,

- indicate which form of access is required,

- specify a postal address, fax number or email address of the requester in the

Republic,

- identify the right that the requester 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 in addition to a written reply, the requester wishes to be informed of the
decision on the request in any other manner, to state that manner and the
necessary particulars to be informed in the other manner,

- if the request is made on behalf of another person, to submit proof of the
capacity in which the requester is making the request, to the reasonable
satisfaction of the head of the private body.

11. DENIAL OF ACCESS

Access to any record may be refused under certain limited circumstances.
These include:

The protection of personal information from unreasonable disclosure concerning
any natural person;

The protection of commercial information held concerning any third party (for
example trade secrets);

The protection of financial, commercial, scientific or technical information that
may harm the commercial or financial interest of any third party;

Disclosures that would result in a breach of a duty of confidence owed to a third
party;

Disclosures that would jeopardize the safety or life of an individual;

Disclosures that would prejudice or impair the security of property or means of
transport;

Disclosures that would prejudice or impair the protection of a person in
accordance with a witness protection scheme;
Disclosures that would prejudice or impair the protection of the safety of the

public;

Disclosures that are privileged from production of legal proceedings unless the
privilege has been waived;

Disclosures of details of any computer programme;

Disclosures that will put UASA Group at a disadvantage in contractual or other
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negotiations or prejudice it in commercial competition;

Disclosures of any record containing any trade secrets, financial, commercial,
scientific, or technical information that would harm the commercial or financial
interests of UASA Group;

Disclosure of any record containing information about research and development
being carried out or about to be carried out by UASA Group;

If access to a record or any other relevant information is denied, our response
will include:

Adequate reasons for the refusal; and

Notice that you may lodge an application with the court against the refusal and
the procedure including details of the period lodging the application.

12. Prescribed fees and forms in respect of
private bodies

There are two basic types of fees applicable in terms of PAIA- “request” and “access”
fees.

Request Fee

12.1. The request fee is an administrative charge, payable upon submitting a request
for record access, and it must be settled before the request is evaluated, it is specified
in the PAIA Regulation and is presently R140.00 (excluding VAT) for private bodies.
However, if the request concerns the requester’s personal information, no fee is
applicable. If access is granted, the request fee is non-refundable, but it is refundable if
access is denied by UASA.

12.2. According to section 23(1)(a) of POPIA, a Data Subject, has the right to request
UASA to confirm, at no cost, whether UASA possesses personal information about
them.

Access Fee

12.3. The access fee must be settled before the Requester is granted access to the

10

records in the specified format. This fee is designed to cover UASA’s expenses related
to document reproduction, searching, and the preparation of the requested record, as
outlined in Form 3 (Annexure B).

The prescribed forms and fees for requests to private bodies are also available on the
Information Regulator (South Africa) website: www.inforegulator.org.za/paia-forms

13. Updating of the Manual

This Manual may be amended and updated from time to time, provided that if done
so by the UASA Group, it will ensure that such changes are carried out subject to
and published in accordance with PAIA and POPIA.

11
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uaAaB A ErouPr'a PRARDTEGTIOHN (= FERBOMAL IHFORMATIOHN

Bughilneed Trisls idins Beg Ha. LA Ddihiais
AlRaird b Fedits wvd & svevileer ol brbasial

FPAalA FORM D2

P e 1715, Randepoart 1A19L
i1 Pasararma Divivs, Cor tanths Koo, South AFiea
13 | prifuma argaa
ST | U ALA Call Canbar: (6 100 H272

MAME OF THE COMPANY TOWHOM THE REQUEST 5 MADE = UASA THE UNION

PARTICULARS OF PERSON REQUESTING THE INFORMATION
(Proof off e copacity in which the mquestis made, f gppicable; most be afached)

Surrame First rames

Identity mumb e E-mal address:
Telephone na: Faczmile na

Postal address:

PARTICULARS OF PERSOMN OMN WHOSE BEHALF REQUEST £ MADE JiF APPLICABLE)

(This seciion most ke compideieg OMLY if o request for infomuation & macke on beholfl of snaier person)

Sumames First rames:

Identty mumb e E-mail address:
Telephone na: Faczmile na:

Postal address:

TICLULARS OF RECORDS REQUESTED

Description of record or relevant part of the record:

Reference §f appliablel
Aty further partouars of necand:

Motes:
) A request for access 10 a neoord, ather than a remond contaning personal indformation abowt yoursef, wil be
processed anly after a request fes has been paid

Prage 1 o' 3
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UA B A ErouUuPFr*a PRARDTEGTIOHN ar FERBO®MAL INFORMATI @ H

Bughineed Trisks Dl Beg Ha LA LD 6

PAlA FORM D2

B e 1915, A depoart 119
241 Pararama Cvive, Comtanth Klad, Siuth Sk
wesanm anpas| prifum oy

10111 472 SN0 | Faze 011 A58 SEF | LLASAC ol Cartars (84 100 12 72

) o wall be notified of the amount required to be paid as the request fox

) The fese payable for acces to a remrd depends on the form in whidh access & required and $he reasorable tme
recquired to search for and prepare a recard.

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

Reason for exemption from myment of feex

FORMS OF ACCESS TO RECORD

Motes:

2 Compliance with your request in the specified form may depend on the form in which $he record is available.

b Access in the form requested may be refused incerfain orwmstances. Insud a case you will be informed Faccess
will b granted n another form.

) The fise payable for acoes to the record, if any, wil be determined partly by the form in which acces & requested.

1. If the record is in written or printed formc

Copy of record® Irepection of recard
L If the recond consiszs of visual images: [t indedfos Do prophe, Sidis, vt romedings, Comp sipindr 050 imdgern, deichis, iec)
Wew the Images Cogy the mages™ Trarscnptions of the mags®

1. i the record consiszs of recorded words ar informatan which can be reproduced i sound:
Lsten to the soundiade Transrpton of soundirack® fartten or prnted)

4. f record is held on computer or in an electronic or machine-readable form:
Prirted copy of record Printeed copy of nformation derved from the record®

Copy in computer readable form® (USE or compact disc)
® |f you requested a copy or rasaiption of a record @bovel da you wish the opy or tanscription to be pasted o
=lTH e o

If you are prevented by a dsm bty to read, wew or Isn to the record in the form of access provided forn 1 to 4
abowe, ste your dsabiity and indicate inwhich form the record is requined.

Drisabvility

Form in which record is reguired:

PFARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED

Fage 2ol

13
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U oA B A ErRQUPr'E PROTEGTI@H aF FERBOHMAL IHFORMATIOH

ghi tie il Triade iinins g Ha. LA 2L
A da Fediria wed 8 smeter wl vk ot

PAlA FORM D2

15, Boodepoart 109

Urive, Comibanth Kloof, South Slrikca
a3 | prifu =y oy
4 34N | Fazxc 011

4 G | UASS Tl Canter: (6 10K HIF2

EXPLANATION OF WHY RECORD I5 REQUNRED FOR EXERCISE OR

PFROTECTICN OF ABOVE MENTIOMED RIGHT

OTICE OF DECISON REGARDING REQUEST FOR ACCESS

Sgnedat Dt
Sgnature of the Requester

Fape 3o 3
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UABA Bropur’'s PRoTESTI BN or PFErrpsoHaL IHFomRpmMATIBH

- bt el PAIA FORM O3

»

1|

Head Dl e
PEY Bz 1715, Rocdepaart 1 70,
251 Pancrarma D, Korstanth Kool Sath Ao

[RE ]
1 e et b g iaied 1
vy wmecusl al e dapsil, (1 amdl, B payable Balsie your esuesl (& proceiaed asd

& g uaakedd recasdipailon of Se neosnd will anly b cebiaied croa grool of il paymant G receneesd

2 Pl uw lhe “urmiza 11 ] Tutuse cospngs o
Fealerars su=tma
T
Teur raguest dutad ‘elors
1. ¥OU REGUESTED:
Parseral nagacdos of ik al sbrems of puslicionivale body rluding Elering b recnsded s,

rfesatien wiich can b rapreducd n seund, o inkermalion Ba'd os comaatar o in an eecrenie o mectise-seedati
Sezirr b T of SRmsgm Yo wee meuiesd e =k an aspeisi=enl fo e impecton of e ol on and e Sisg s

Fairn wits peas. 1 pou lan megunm any foom ol rgredus o of S inrkomaton, pou el b abi for the fees cesciibed in
Asnanuie B

OR

2. YOU REGUESTELD

Printes copars of U erciieson | e ding cuzbas o anip v ilist B ges, s plices arel o= aticn ek o cerpole
o in s ekecdinsh of =achine-rradalie lae=)

Wi S g nbied Srarmsipion o vrloa magas i isdodas sl das, v s
=g, ]
Transcriplins of soursiizack (s len of @imed dsoumms(]

135, Some analm)

Cagry o infos=atizn o= Pash ditew [inshudi=g vilon nagas and soumilsacks)

Cioprp o infus=aticn ne comzmct o se dies) e uding sl i=sges aed scun Sieces|

Ciagry of recasd saresd on cheud shoiage sarser

3. TDBE SUBMITTED

[T . —

Prastal sarybom o slieal addess

Couded sarvion 1o slise? addiess

Copry ol inforsalion on Sash difes [Inohudisg vitea meges o sourdracka)

i i o i=larrma s i owi B i pris it it (nshadh rag barser plisi)

E-rmail ol | rfossaticn fisclading sousdiacks ¥ poiade)

Cinad sharaa |

Prelaimed Linguage: [kele =t § 15 reoond & el o s asie o e asgoage yeo pralen, aocwi =y b grants) n B
Targ e o ies B e sond o avalalia

Paga 1 6f 2

15



PAIA Manual: Annexure B

OUTCOME OF REGUEST

Hiradly ncte 156t yoor iecuasl b beas

C : P lor danal of agebeation

4. FEES PAYABLE WITH REGARDS TO YOUR REGUEST.

COET PER &4.81TE PROE NUMBER OF

TEM bEsERETON OF PART THEREOFNTEM | PROESITEMS roraL
Plistessgy RIOO
2 Prisies oy R0
3 Far @ ooy 15 @ cosputen-iaadilie fos i
i) Flash diba f USE Radn
* Tir Lo e bdindd By oy Lo i
) Cospas dise (S0
v F oo by racussto ROl
v P e K 1t e st REO0
4 Forn tramaeniption of viswsd irghs par Ad-Sie pagh Sainis 18 b Subicincad Wl dusasd 08 15 ucilos o hi sesos
B Cagry ef viswmi mages pignidai
[ Trarmsigton of an aodo record, per Al e 2400
7 [ ——
i) Flash dikea
i A e—— R0
1] gt e
prosided by ragueskil Radn
 F e K 1o e st 00
@ For mach hout o pail of an haw (aeel 15 e houad F145 o

nnaso=ably raguired ¥ saaich fof, @nd preguie s
rzsnd fof ds oo

T wdmsch w=d piapranatdon hes cusncl acieed FaEs Ol
[ Dlapenit 1 Fim sararch ae cwedds B Crne 1o of e =l pa reques? L b cakouki®ed in S of Baes 1
b T lsen
TOTAL:

5. DEPOSIT PAYABLE (IF SEARCH EXCEEDS SIX HOURS):

[erp——

en() () [ [ e |
PO Box 1715, Roodepoort 1709.

231 Panorama Drive, Constantia Kloof, South Africa.

PAYMENT TO BE PAID TO www.uasa.org.za | admin@uasa.org.za
Tel: 011 472 3600 | Fax: 011 674 4057 | UASA Call

Aztount Hoider's Sull Hame: Center: 086 100 8272
i Wumber Gl Prons Mumber:
Mame of Bark Kame of Eank:
Azcount Kumber: Sranch Code:
Type of ACooari: B Chegw Savinge ol
Sefarenoe Mo Suberit proot of payment o
Signes &t thiz dayef =)

micnrmalion Ofcer




