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1. INTRODUCTION 

1.1 OVERVIEW 

               This Manual has been prepared in terms of section 51 of the Promotion of Access to Information Act 2 of 2000 and to  

               address the requirements of the Protection of Personal Information Act 4 of 2014. 

1.2 SCOPE 

              This Manual is to assist potential requesters who intend to obtain documents or records from Lesco Manufacturing in terms  

               of the Act, by providing the processes to be followed in initiating such requests. 

 

2. DEFINITIONS 

 

2.1 “CEO” Chief Executive Officer 

 
2.2 “DIO” Deputy Information Officer 

 
2.3 “IO“ Information Officer 

 
 

2.4 “Minister” Minister of Justice and Correctional Services 

 
2.5 “PAIA” Promotion of Access to Information Act No. 2 of 2000 as Amended  

 
2.6 “PFMA” Public Finance Management Act No.1 of 1999 as Amended 

 
2.7 “POPIA” Protection of Personal Information Act No.4 of 2013 

 
 

2.8 “Regulator” Information Regulator 
 

 

3. PURPOSE OF PAIA MANUAL 

This PAIA Manual is useful for the public to: 
 

3.1 check the nature of the records which may already be available at Lesco Manufacturing, without the need  

             for submitting a formal PAIA request 

3.2 have an understanding of how to make a request for access to a record of Lesco Manufacturing 

3.3 access all the relevant contact details of the persons who will assist the public with the records they intend to 

       access 
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3.4 know all the remedies available from Lesco Manufacturing regarding request for access to the records, before 

approaching the Regulator or the Courts 

 
3.5 the description of the services available to members of the public from Lesco Manufacturing and how to gain access 

to those services 

3.6 a description of the guide on how to use PAIA, as updated by the Regulator and how to obtain access to it 

3.7 if the body will process personal information, the purpose of processing of personal information and the description 

of the categories of data subjects and of the information or categories of information relating thereto 

3.8 know if Lesco Manufacturing has planned to transfer or process personal information outside the Republic of 

South Africa and the recipients or categories of recipients to whom the personal information may be supplied 

3.9 know whether Lesco Manufacturing has appropriate security measures to ensure the confidentiality, integrity and 

availability of the personal information which is to be processed 

 

4. CONTACT DETAILS 

4.1 CHIEF INFORMATION OFFICER 

              Name: Jonathan Shapiro (CEO) 

               Tel: 011 613 7417 

               Email: admin@lescosk.co.za  

 

4.2 DEPUTY INFORMATION OFFICER 

 
               Name: David Haupt (FD) 

               Tel: 011 613 7417 

               Email: admin@lescosk.co.za  

 

4.3 HEAD OFFICE 

 

Business Name & Registration Number: Lesco Manufacturing (Pty) Ltd 1999/007689/07 

    Switch King (Pty) Ltd 2014/220497/07 

Physical Address:    Unit 2A, 36 Fortune Street, City Deep, 2197 

Postal Address:    P O Box 1766, Highlands North, 2037 

Telephone Number:     011 613 7417 

Email Address:    admin@lesco.co.za  

Website:    www.lescosk.com   

 

4.4 GUIDE ON HOW TO USE PAIA AND HOW TO OBTAIN ACCESS TO THE GUIDE 

 

4.4.1 The Regulator has, in terms of section 10(1) of PAIA, updated and made available the revised Guide  
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           on how to use PAIA (“Guide”), in an easily comprehensible form and manner, as may reasonably be  

           required by a person who wishes to exercise any right contemplated in PAIA and POPIA. 

 

 

4.4.2 The Guide is available in each of the official languages. 
 

4.4.3 The aforesaid Guide contains the description of: 

a.  the objects of PAIA and POPIA; 
 

b. the postal and street address, phone and fax number and, if available, electronic mail address of:  

 Lesco Manufacturing (Pty) Ltd 

 
c. the manner and form of a request for: 

 access to a record of a public body contemplated in section 113 

 access to a record of a private body contemplated in section 504 

d. the assistance available from the Information Officer of a public body in terms of PAIA and POPIA 

e. the assistance available from the Regulator in terms of PAIA and POPIA 

f. all remedies in law available regarding an act or failure to act in respect of a right or duty conferred or 

imposed by PAIA and POPIA, including the manner of lodging: 

 an internal appeal 

 a complaint to the Regulator; and 

 an application with a court against a decision by the information officer of a public body, a decision on 
internal appeal or a decision by the Regulator or a decision of the head of a private body 

g. the provisions of sections 145 and 516 requiring a public body and private body, respectively, to compile 

a manual, and how to obtain access to a manual 

h. the provisions of sections 157 and 528 providing for the voluntary disclosure of categories of records by a 

public body and private body, respectively 

i. the notices issued in terms of sections 229 and 5410 regarding fees to be paid in relation to requests for 

access 

j. the regulations made in terms of section 9211 

4.4.4 Members of the public can inspect or make copies of the Guide from the offices of Lesco Manufacturing, 

including the office of the Regulator, during normal working hours. The Guide can also be obtained:  

a. upon request to the Information Officer 

b. from the website of the Regulator (https://www.justice.gov.za/inforeg/). 

4.4.5 A copy of the guide is also available in the following two official languages, for public inspection during office 

hours: 

a. English 

b. Afrikaans 
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1 Section 17(1) of PAIA- For the purposes of PAIA, each public body must, subject to legislation governing the employment of personnel of the public body 
concerned, designate such number of persons as deputy information officers as are necessary to render the public body as accessible as reasonably 
possible for requesters of its records. 

2 Section 56(a) of POPIA- Each public and private body must make provision, in the manner prescribed in section 17 of the Promotion of Access to Information 
Act, with the necessary changes, for the designation of such a number of persons, if any, as deputy information officers as is necessary to perform the duties 
and responsibilities as set out in section 55(1) of POPIA. 

3 Section 11(1) of PAIA- A requester must be given access to a record of a public body if that requester complies with all the procedural requirements in 
PAIA relating to a request for access to that record; and access to that record is not refused in terms of any ground for refusal contemplated in Chapter 4 of 
this Part. 
 
4 Section 50(1) of PAIA- 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 PAIA 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. 

5 Section 14(1) of PAIA- The information officer of a public body must, in at least three official languages, make available a manual containing information 
listed in paragraph 4 above. 

 
6 Section 51(1) of PAIA- The head of a private body must make available a manual containing the description of the information listed in paragraph 4 above. 

7 Section 15(1) of PAIA- The information officer of a public body, must make available in the prescribed manner a description of the categories of records of 
the public body that are automatically available without a person having to request access 

8 Section 52(1) of PAIA- The head of a private body may, on a voluntary basis, make available in the prescribed manner a description of the categories of 
records of the private body that are automatically available without a person having to request access 

9 Section 22(1) of PAIA- The information officer of a public body to whom a request for access is made, must by notice require the requester to pay the 
prescribed request fee (if any), before further processing the request. 

10 Section 54(1) of PAIA- The head of a private body to whom a request for access is made must by notice require the requester to pay the prescribed 
request fee (if any), before further processing the request. 

 
11 Section 92(1) of PAIA provides that –“The Minister may, by notice in the Gazette, make regulations regarding- 

(a) any matter which is required or permitted by this Act to be prescribed; 
(b) any matter relating to the fees contemplated in sections 22 and 54; 
(c) any notice required by this Act; 
(d) uniform criteria to be applied by the information officer of a public body when deciding which categories of records are to be made available in 

terms of section 15; and 
(e) any administrative or procedural matter necessary to give effect to the provisions of this Act.” 

 

 

5.  CATEGORIES OF RECORDS AVAILABLE WITHOUT HAVING TO 
RECORDS ACCESS 

 
 

 

 
 

 

6. RECORDS AVAILABLE IN TERMS OF OTHER LEGISLATION 

6.1 Lesco Manufacturing may be in possession of records in terms of the following legislation as and when applicable: 

6.1.1 Basic Conditions of Employment Act, No. 75 of 1997 

Category of 
records Types of the record 

Available 
Upon 
Request 

Marketing Material Published Marketing Material, Product Information X 

Other BBEEE Certificate, LOA's X 
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6.1.2 Companies Act, No. 71 of 2008 

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

6.1.4 Competition Act, No. 89 of 1998 

 

6.1.5 Constitution of the Republic of South Africa Act, No. 108 of 1996 

6.1.6 Credit Agreement Act, No. 75 of 1980 

6.1.7 The Criminal Procedure Act, No. 51 of 1977 

6.1.8 Debt Collectors Act, No. 114 of 1998 

6.1.9 Deed Registries Act, No. 47 of 1937 

6.1.10 Employment Equity Act, No. 55 of 1998 

6.1.11 Financial Intelligence Centre Act, No. 38 of 2001 

6.1.12 Identification Act, No. 68 of 1997 

6.1.13 National Credit Act, No. 34 of 2005 

6.1.14 Insolvency Act, No. 24 of 1936 

6.1.15 Inspection of Financial Institutions Act, No. 18 of 1998 

6.1.16 The Labour Relations Act, No. 66 of 1995 

6.1.17 The Long-Term Insurance Act, No. 52 of 1998 

6.1.18 Pension Funds Act, No. 24 of 1956 

6.1.19 Short Term Insurance Act, No. 53 of 1998 

6.1.20 Skills Development Levies Act, No. 9 of 1999 

6.1.21 Unemployment Insurance Act, No. 63 of 2001 

6.1.22 Unit Trust Control Act, No. 54 of 1981 

6.1.23 Value Added Tax Act, No. 89 of 1991 

6.1.24 Electronic Communication and Transactions Act, No. 25 of 2002 

6.1.25 Financial Advisory and Intermediary Service Act, No. 37 of 2002 

6.1.26 Patents, Designs and Copyright Merchandise Marks Act, No. 17 of 1941 

6.1.27 Income Tax Act, No. 58 of 1962 

6.1.28 Occupational Health and Safety Act No. 85 of 1993 

6.1.29 Co-operatives Act No. 14 of 2005 

6.1.30 Customs and Excise Act No. 91 of 1964 

6.1.31 Insider Trading Act No. 135 of 1998 

6.1.32 Prevention of Organised Crime Act No. 121 of 1998 

6.1.33 Road Transportation Act No. 74 of 1977 

6.1.34 Stock Exchanges Control Act No. 54 of 1995 

6.1.35 Transfer Duty Act No. 40 of 1949 

6.1.36 Machinery and Occupational Safety Amendment Act No. 181 of 1993 

6.1.37 National Payment Systems Act No. 78 of 1998 

6.1.38 National Water Act No. 36 of 1998 

6.1.39 Prescription Act No. 68 of 1969 

6.1.40 Trademark Act No. 194 of 1993 

6.1.41 Intellectual Property Laws Amendment Act No.38 of 1997 
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6.1.42 Financial Markets Act No. 19 of 2012 

 

 

 

 

7. AVAILABILITY OF CERTAIN RECORDS ON REQUEST IN TERMS  

OF PAIA (Request to be completed and submitted on Annexure B) 

  

       

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. PROCESSING OF PERSONAL INFORMATION 

 
8.1 CATEGORIES OF DATA SUBJECTS 

 
Categories of Data 

Subjects 
Personal Information that may be processed 

Customers Name, Address, Registration Numbers, Vat Numbers and 
Banking Details, Trade Credit Information 

Supplier / Service 
Providers 

Name, Address, Registration Numbers, Vat Numbers and 
Banking Details 

Employees Address, Qualifications, Gender and Race, Banking 
Details 

 
 

8.2 PURPOSE OF PROCESSING PERSONAL INFORMATION 

 

                                In terms of POPIA, data must be processed for a specified purpose. The purpose for which 

Subjects on which 
the body holds 

records 
Categories of records 

Human Resources Employee Contracts 

Legal Agreements with Customers, Agreements with Suppliers, Shareholder 
Agreements, Lease Agreements 

Financial Accounting Records, Auditor Details and Reports, Tax Returns, 
Insurance Records 

Client Credit Applications, Customer Credit References, Invoices, Receipts, 
Credit and Debit Notes 

Other Internal Correspondence, Information Technology Records, Website 
Information, Asset Registers, Technical Data 
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                                data is processed by Lesco Manufacturing will depend on the nature of the data and the  

                                particular data subject. The Purpose is ordinarily disclosed, explicitly or implicitly, at the time 

                                the data is collected. 

 

 

 

  

8.3 PLANNED TRANSBORDER FLOW OF PERSONAL INFORMATION 

     

           Lesco Manufacturing has no plans for transborder flow of personal information. 
 

 

9. REQUEST PROCESS 

9.1 An individual who wishes to place a request must comply with all the procedures laid down in PAIA. 

9.2 The requester must complete ANNEXURE B, which is attached hereto and submit it to the Information 

Officer at the details specified above. 

9.3 The prescribed form must be submitted as well as payment of a request fee and a deposit, if applicable to the 

information officer at the postal or physical address, fax number or electronic mail as is stated herein. 

9.4 The prescribed form must be completed with enough particularity to enable the information officer to 

determine: 

9.4.1 The record(s) requested 

9.4.2 The identity of the requestor 

9.4.3 What form of access is required 

9.4.4 The Postal address or fax number of the requestor 

 
9.5 The requestor must state that the records are required for the requestor to exercise or protect a right, and clearly  

state what the nature of the right is so to be exercised or protected. An explanation of why the records requested 

is required to exercise or protect the right. 

9.6 The request for access will be dealt with within 30 days from date of receipt, unless the requestor has set `out 

special grounds that satisfies the Information Officer that the request be dealt with sooner. 

9.6.1 The period of 30 days may be extended by not more than 30 additional days, if the request is for a large 

quantity of information, or the request requires a search for information held at another office of Lesco 

Manufacturing and the information cannot be reasonably obtained within 30 days. The information officer 

will notify the requestor in writing should an extension be necessary. 

 

9.7 The requestor will be informed in writing whether access to the records have been granted or denied. If the 

requestor requires a reason for the decision the request must be expressed in the prescribed form, the 

requestor must be further stated what particulars of the reasoning the requestor requires. 

9.8 If a requestor has requested the records on another individual’s behalf, the requestor must submit proof of the 

capacity the requestor submits the request in, to the satisfaction of the information officer. 

9.9 Should the requestor have any difficulty with the form or the process laid out herein, the requestor should 
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contact the Information Officer for assistance. 

9.10 An oral request can be made to the Information Officer should the requestor be unable to complete the form  

                              due to illiteracy or a disability. The Information Officer will complete the form on behalf of the requestor and   

                              provide a copy of the form to the requestor. 

 

 

 

10. REMEDIES SHOULD A REQUEST BE REFUSED 

10.1 Lesco Manufacturing does not have an internal appeal procedure in light of a denial of a request, decisions 

made by the information officer is final; 

10.2   The requestor may in accordance with sections 56(3) (c) and 78 of PAIA, apply to a court for relief within 180 

days of notification of the decision for appropriate relief. 

 

11. GROUNDS FOR REFUSAL 

11.1 The following are grounds upon which Lesco Manufacturing may, subject to the exceptions in Chapter 4 of 

PAIA, refuse a request for access in accordance with Chapter 4 of PAIA: 

11.1.1 Mandatory protection of the privacy of a third party who is a natural person, including a deceased 

person, where such disclosure of Personal Information would be unreasonable 

11.1.2 Mandatory protection of the commercial information of a third party, if the Records contain: 

1. Trade secrets of that third party 

2. Financial, commercial, scientific or technical information of the third party, the disclosure of 

which could likely cause harm to the financial or commercial interests of that third party; and/or 

3. Information disclosed in confidence by a third party to Lesco Manufacturing, the disclosure of 

which could put that third party at a disadvantage in contractual or other negotiations or 

prejudice the third party in commercial competition; 

11.1.3 Mandatory protection of confidential information of third parties if it is protected in terms of any 

agreement; 

11.1.4 Mandatory protection of the safety of individuals and the protection of property; 
 

11.1.5  Mandatory protection of Records that would be regarded as privileged in legal proceedings; 

11.1.6 Protection of the commercial information of Lesco Manufacturing, which may include: 

 

1. Trade secrets; 

2. Financial/commercial, scientific or technical information, the disclosure of which could likely 

cause harm to the financial or commercial interests of Lesco Manufacturing; 

3. Information which, if disclosed, could put Lesco Manufacturing at a disadvantage in contractual or 

other negotiations or prejudice Lesco Manufacturing in commercial competition; and/or 

4. Computer programs which are owned by Lesco Manufacturing, and which are protected by 

copyright and intellectual property laws; 

11.1.7 Research information of Lesco Manufacturing or a third party, if such disclosure would place the research 
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or the researcher at a serious disadvantage; and 

11.1.8 Requests for Records that are clearly frivolous or vexatious, or which involve an unreasonable 

diversion of resources. 

 

12. FEES 
12.1 Fees are as set out by the regulator 
 

13. PROTECTION OF PERSONAL INFORMATION 
13.1 Information is protected through access control and password protection 

14. AVAILABILITY OF THE MANUAL 
14.1 A copy of this Manual or the updated version thereof, is also available as follows: 

 
 on www.lescosk.com, if any, of the private body; 

 
 at the head office of the Lesco Manufacturing for public inspection during normal business hours; 

 

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

 
 to the Information Regulator upon request. 

14.2 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. 

15. UPDATING OF THE MANUAL 
15.1  The head of Lesco Manufacturing will on a regular basis update this manual. 
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Klink on the Hyperlink to download an editable copy of the Outcome of request and fees payable form 


