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1.  AIM OF THE MANUAL

This manual aims to set out the procedure to be followed when facilitating a request for access to records of
Tailor Cape Town. This Manual finds application in all situations and must be read together with The Promotion
Of Access To Information Act 2 of 2000 (“PAIA™ hereinafter).

2. DEFINITIONS AND INTERPRETATION

If any provision in a definition is a substantive provision conferring rights or imposing obligations on any party,
notwithstanding that it is only in the definition clause, effect will be given to it as if it were a substantive provision
in the body of the agreement.

Headings of the clauses in this agreement are for the purpose of convenience and reference only and will not
be used in the interpretation of nor modify nor amplify the terms of this agreement nor any clause hereof.

Any reference to a day, week, month or year will be construed as a Gregorian day, week, month or year, as the
case may be.

Where any number of days is to be calculated from a particular day, such number shall be calculated as
excluding such particular day and commencing on the next day. If the last day of such number so calculated
falls on a day which is not a business day, the last day shall be deemed to be the next business day.

Any reference to any statute, regulation or other legislation shall be a reference to that statute, regulation or
other legislation as at the signature date thereof, and as amended or substituted from time to time

Where any term is defined within the context of any particular clause, the term so defined, unless it is clear from
the clause in question that the term so defined has limited application to the relevant clause, will bear the
meaning ascribed to it for all purposes in ferms of this agreement, notwithstanding that that term has not been
defined in this interpretation clause.

Where an expression denotes:
. any gender, it includes the other genders;
. a natural person, it includes an arfificial or juristic person and vice
versa; or
o the singular, it includes the plural and vice versa.

The following expressions shall bear the meanings assigned to them below and
cognate expressions bear corresponding meanings:

This Manual means this document together with all of its annexures, as amended from
fime to time;

The company means Tailor Cape Town;

PAIA (The Act) means the Promotion of Access to Information Act No. 2 of 2000, as
amended from time to time including the regulations promulgated in terms
of the Act;

3.  TAILOR CAPE TOWN CONTACT DETAILS

Directors Kaylah Walter

Company registration number 2019/228457/07

31 Pinetree Crescent
Vredehoek

Cape Town

8001

Postal Address
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80 Main Road
Physical Address Sea Point
Y Cape Town
8005
Telephone Number 021 461 6276

Website

www . tailorcapetown.co.za

Email

tailorcapetown@gmail.com

Information Officers’ Contact Details

Kaylah Walter
021 461 6276
tailorcapetown@gmail.com

4. THE HUMAN RIGHTS COMMISSION GUIDE IN TERMS OF SECTION 51(1)(b)

PAIA grants a requestor access to the records of a private body, if such records are required for the exercise or
protection of any legally recognised rights or interest. If a public body lodges a request to access information or
records, the public body must be acting in the public interest.

Any request to access records or information must be made in line with the prescribed forms, procedures and
processes, and at the rates provided. The forms, procedures and processes are dealt with in PAIA.

Requesters are herewith referred to the guide in ferms of section 10 of PAIA, which has been compiled by the
South African Human Rights Commission and which will contain all the information pursuant to the exercising of
constitutional rights. The guide can be found on the South African Human Rights Commission website.

The contact details of the South African Human Rights Commission are:

Postal address Private Bag 2700
Houghton
2041
Telephone : 011 4848300
Telefax : 011 4840582
Website : www.sahrc.org.za

5. ACCESS TO RECORDS OR INFORMATION

Records that are automatically
available

The following records are automatically available to all employees and
need not be requested in accordance with the procedure outlined in
this manual:

- Employment records (available to the employee concerned)
- Records relating to disciplinary hearings and related matters
(available to the employee concerned)

The following records are automatically available fo all and need not be
requested in accordance with the procedure outlined in this Manual:
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Tailor Cape Town's policies, procedures and manuals
Tailor Cape Town's marketing material (limited to materials in the
public domain)

Records that are not automatically
available in terms of section 51(1)(d)

RECORDS HELD BY THE COMPANY IN TERMS OF OTHER LEGISLATION IN
TERMS OF 51(1)(D) OF THE ACT

The following records are not automatically available without a request
in terms of the Act:

workmen's compensation;

UIF;

regional services levies;

skills development levies; and

documents concerning compliance by the company, insofar as
it may be necessary, with legal obligations in terms of the
Occupational Health and Safety Act No. 85 of 1993, Basic
Conditions of Employment Act 75 of 1997, Employment Equity
Act 55 of 1998, Labour Relatfions Act 66 of 1995, Promotion of
Access to Information Act 2 of 2000 and any other applicable
legislation.

RECORDS HELD BY THE COMPANY IN TERMS OF OTHER LEGISLATION IN
TERMS OF 51(1)(C) OF THE ACT

The following records are not automatically available without a request
in ferms of the Act:

A list of the company's creditors and debtors;

Bank account information;

Costings of hardware and software;

Delivery and collection sheetfs;

Equipment details;

Financial records;

Fixed assets register;

General files containing information on employee benefits and
employee recruitment and selection information;

List of suppliers;

Personnel information including personal information,
employment history and health records that the company may
hold from time to time;

Salary information; and

Training and development information.

6. PROCEDURE TO FOLLOW WHEN REQUESTING INFORMATION OR RECORDS THAT ARE NOT
AUTOMATICALLY AVAILABLE IN TERMS OF SECTION 51(1)(e)

Tailor Cape Town will only facilitate the processing of your request if the requester:

1. Makes use of the prescribed form which is readily available on the South African Human Rights

Commission website.

2. Therequestis addressed to the information officer.

3. Sufficient details are provided to enable Tailor Cape Town to reasonably identify:

- Therecord(s) requested;

- The capacity of the requester to request is verified;
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The access is required to protect a legally recognised right or interest;

The requester provides his/her/their particulars of the manner in which they wish to be informed
(postal address, email, etc.); and

The right which the requester is seeking to exercise or protect is set out fully and accompanied by
an explanation or reason as to why the record is required to exercise or protect said right.

The atftention of the requester is drawn o the provisions of Chapter 4 of Part 3 of the Act in terms of
which Tailor Cape Town may refuse, on certain specified grounds, to provide information to a

requester.

6.1. FEES PAYABLE BY THE REQUESTER

A requester is required to pay the prescribed fees before a request will be processed. If the preparation of the
record requested requires more than the prescribed six (6) hours, a deposit shall be paid (of not more than one
third of the access fee which would be payable if the request were granted). Tailor Cape Town may withhold
the records or information requested until the fees have been paid.

The fees for reproduction of a record as referred to in section 52(3) are as follows:

R1,10 for every photocopy of an A4 size page or part thereof
RO,75 for every printed copy of an A4-size page or part thereof
R70.00 for a copy of a compact disc

for a transcript of visual images for an A4 size page or
R40,00

part thereof
R60,00 for a copy of visual images

for a transcript of an audio record, for an A4-size page or
R20,00

part thereof
R30,00 for a copy of an audio record
R50, 00 for request fee payable by a requester
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REPUBLIC OF SOUTH AFRICA

FORM A
REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY
(Section 18(1) of the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000))
[Regulation 6]

FOR DEPARTMENTAL USE

Reference number: ...,
LyET0 B LSTS A =T ot =)= To o) PP (state rank,
name and surname of information officer/deputy information officer) on ... (date)
= PP PUPPTP (place)
Request fee (if any): R ...ccoeviiiiiiiiiiiiiieee,
Deposit (if any): R
Access fee: R o

SIGNATURE OF INFORMATION OFFICER/DEPUTY INFORMATION OFFICER

A. Particulars of public body

The Information Officer/Deputy Information Officer



FORM A: REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY

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.

(UL T=Ta [T T o JETU 1= 1 =

Identity number:

P oOS Al AN S S

Telephone number: (cevennns ) Fax number:  (......... ) e

Eomall A0S S,

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.

[T F= T LTSz 1 a0 BT U1 = 1 4T T

Identity number:

D. Particulars of record

(&) 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:



FORM A: REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY

2. Reference nUmMbBeEr, if aVailable: ... e e e

3. Any further particulars of record:

E. Fees

(& 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 below,
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 for access 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 of the images* transcription of the
images*




FORM A: REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY

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

listen to the soundtrack transcription of soundtrack*
(audio cassette) (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 copy in computer
derived from the record* readable form*
(stiffy or compact disc)
*If you requested a copy or transcription of a record (above), do you wish the copy or | YES NO

transcription to be posted to you?
Postage is payable.

Note that if the record is not available in the language you prefer, access may be granted in the language in which the
record is available.

In which language would you prefer the record?

G. 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 ... thisday ............. Of o year .......

SIGNATURE OF REQUESTER/
PERSON ON WHOSE BEHALF REQUEST IS MADE
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REPUBLIC OF SOUTH AFRICA

FORM B
NOTICE OF INTERNAL APPEAL
(Section 75 of the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000))
[Regulation 8]
STATE YOUR REFERENCE NUMBER: .......iiiiiiiiiiie et e
A. Particulars of public body

The Information Officer/Deputy Information Officer:

B. Particulars of requester/third party who lodges the internal appeal

(a) The particulars of the person who lodge the internal appeal must be given below.

(b) Proof of the capacity in which appeal is lodged, if applicable, must be attached.

(c) If the appellant is a third person and not the person who originally requested the information, the particulars of the
requester must be given at C below.

(O] T T (=TSR T o IR0 [T 0 [

Identity number:

(R0 1Y r= 1= T (o [ (==

Telephone number: TP ) e Fax number; (......... ) e

010 F= T =10 [0 | =

Capacity in which an internal appeal on behalf of another person is lodged:

Department of Justice and Constitutional Development
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FORM B: NOTICE OF INTERNAL APPEAL

C. Particulars of requester

This section must be completed ONLY if a third party (other than the requester) lodges the internal appeal.

[ 1T g =T TSTS= 010 IR0 = T

Identity number:

D. The decision against which the internal appeal is lodged

Mark the decision against which the internal appeal is lodged with an X in the appropriate box:

Refusal of request for access

Decision regarding fees prescribed in terms of section 22 of the Act

Decision regarding the extension of the period within which the request must be dealt with in terms of
section 26(1) of the Act

Decision in terms of section 29(3) of the Act to refuse access in the form requested by the requester

Decision to grant request for access

E. Grounds for appeal

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

State the grounds on which the internal appeal is based:

2

Department of Justice and Constitutional Development




FORM B: NOTICE OF INTERNAL APPEAL

F. Notice of decision on appeal

You will be notified in writing of the decision on your internal appeal. If you wish to be informed in another manner,
please specify the manner and provide the necessary particulars to enable compliance with your request.

State the manner:

Particulars of manner:

Signed at ... this day ........... Of e year...........

SIGNATURE OF APPELLANT

FOR DEPARTMENTAL USE:

OFFICIAL RECORD OF INTERNAL APPEAL:

Appeal accompanied by the reasons for the information officer's/deputy information officer's decision and, where
applicable, the particulars of any third party to whom or which the record relates, submitted by the information

officer/deputy information officer 0N .......... ..o (date) to the relevant authority.

OUTCOME OF APPEAL:

DECISION OF INFORMATION OFFICER/DEPUTY INFORMATION OFFICER CONFIRMED/NEW DECISION
SUBSTITUTED

N T I (O [
DATE RELEVANT AUTHORITY ...ttt e e e et et e e

RECEIVED BY THE INFORMATION OFFICER/DEPUTY INFORMATION OFFICER FROM THE RELEVANT

AUTHORITY ON (GAIE): ... vttt e et

3

Department of Justice and Constitutional Development
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REPUBLIC OF SOUTH AFRICA
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FORM C
REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
(Section 53(1) of the Promotion of Access to Information Act, 2000 (Act No. 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.

LU F= T T=ToI= 1 Lo IS 1= 2

Identity number:

0TS = L= To [0 =73 PP
Telephone number: (cenennns ) Fax number: (......... ) e

e 0 = 11 =T (o 13

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.

FUIl NAMES AN SUINNMAMIE:. e e e e e e e e e e e

Identity number:




FORM C: REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY

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:

E. Fees

€)) 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:




FORM C: REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY

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 below,
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 for access 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 of 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 transcription of soundtrack*
(audio cassette) (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 copy in computer
derived from the record* readable form*
(stiffy or compact disc)

*If you requested a copy or transcription of a record (above), do you wish the copy or | YES NO
transcription to be posted to you?
Postage is payable.

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:



FORM C: REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY

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?

SIGNATURE OF REQUESTER/
PERSON ON WHOSE BEHALF REQUEST IS MADE
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