Access to information

Manual of Strauss Scher [nc in terms of The Promotion of Access to Information Act 2 of
2000 (the Act)

Introduction to Strauss Scherinc

Strauss Scher is an incorporated partnarship which conducts business as a law frm Strauss
Scher has offices In Sandton

Mr Julian Scher has baan duly appeinted by Strauss Scher, to act as the person to whom
requests for access to information must be made in terms of the Act

Mary Peal has been appointed as deputy information officer and will raceive the requests for access
to infarmation-on behalf of Mr Julain Scher,

Mr J Scher Senior Pariner
Mary Peel Deputy Officer

Strauss Scher
Postal Address PO Box 786473

Sanaton

2146

South Africa

Physical address. 2™ Floor
4 on Anslow Office Park
Bryanston
2193
South Alrica
Telephone: +27 11 883 9798
Facsimile; +27 11 883 6661
E-mail: marygbstraussscher.co.zg




1. The Guide

Please direct any queries to:

The information Regulator (South Africa)
Physical address: Woodmead Narth Office Park
54 Maxwell Drive

Woodmead, 2191

Telaphona: +27 80 001 7160
Wabsite: hitos:/finforequiator.org.za
E-mait helpdesk@Infaregulatoriorg.za:
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Records available In terms of other legislation: 8 51(1)(d)}

Records availabie in terms of other legislation are as follows:

. Labour Relations Act 66 of 1905

. Employment Equity Act 55 of 1098

. Basic Conditions of Employment Act 75 of 1997

. Compensation for Occupationhinjuries and Disease Act 130 of 1903
. Companies Act 71 of 2008

. Unemployment Insurance Act63 of 2001

. Value Added Tax Act 58 of 1962

. Income Tax Act 58 of 1962

. Skilis Development Act 9 of 1998

Access to records held by Strauss Scher

Note: This section of the Manual sets out the subject and categories of records
held by Strauss Scher. The inclusion of any subject or category of records should
not be taken as an indication that records falling within those subjects and/or
categories will be made available under the Act, In particular, certain grounds of
refusal as set out in the Act may be applicable to a request for such records.

Incorperation documsnts

Docurments of Incorporation;
Meammorandum and Articlas of Association
Records relating to the appointment of directors and auditor

Financlal records

Accounting records, books and documents.
interim and annual financial reports.

Detalls of auditors.

Auditors' reports in respect of audits conducted.
Invoices in respect of both creditors and debtors.
Tax returns.

Other financial records,

Banking detalls

indebtedness to bankers.

Bank facilities and accounts details.

Bank statements.

The level of overdraft and other borrowings.
Qther financial commitments.

Other banking records.

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:

o VAT
» Regional Services Levies

+  Bkills Development Levies
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«  Workmen's Compensation

Personnel documents and records

List of employees.

Contracts of employment with employees.

Personnel files in respact of each employes.

Disciplinary records and documentation pertaining o discipiimary
proceedings.

Documents relating to employee benefits.

Provident fund agreement.

Othar information relating to employees of Strauss Scher,

Information pertaining to clients of Strauss Scher

Agreements with clients of Strauss Scher

Documentation and other information received from clients, including
documentary information requirgd in compliance with the Financial
Intelligence Centre Act 38 of 2001

Documentation and other information received from third parties.
Comespondence with clients.

Caorrespondence with third parties.

Research conducted on behalf of clients of Strauss Scher,

tnformation prepared by directors and employees of Strauss Scher for
clients, including opinions, memoranda and reports.
Records pertaining to legal proceedings involving clients of Strauss Scher.

Other information refating to, or held on behalf of, clients of Strauss Scher.

Library information

Frecedent agreements.

Information circulars.

Publications.

Other information held by the library of Strauss Scher.

Insurance records

Insurance policies taken out for the benefit of Straugs Schar and its
employees, including:

group life assurance and disability income protection insurance;

insurance in respect of the movable property of Strauss Scher.
professional indemnity insurance in respect of Strauss Scher.

fidelity insurance in respect of trust monies and client investment monies
held by Strauss Scher,

immovable and movabla property

Agreemenis for the lease of immovable property by Strauss Scher,
Agreements for the [ease or sale of movabla propsarty by Strauss Scher.
Credit sale agreements and/or hire purchase agreements.

Other agresments for the purchase, ordinary sale, conditional sale or hire of
assats.

Information technology

Computer software, support and maintenance agresments.

Other documentation pertaining to computer systems and computer
programmes held by Strauss Scher.




3.1 Miscellaneous agreements of Strauss Scher
3.11.1 Loans from third parties (including banks).
3.11.2 Loans to third parties.
3.11.3 Security agreements, guarantees and indemnities.
3.11.4 Agency, management and distribution agreements.
3.115 Agresments with suppliers of Strauss Scher.
3.11.86 Confidentiality and/or non-disclosure agreements.
3.11.7 Any other relevant agresments.
3.12 Correspondence

Correspondence of Strauss Scher, including internal and external memoranda.
313 information relating to legal proceedings

Records relfating to legai proceedings invalving Strauss Scher,

4. Protection of Personal Information
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We use your personal information for the following purposes:
to provide legal services to our clients;

in relation fo matter-related documents and informefion, for legal research, referencing and drafting (i.e. documents are
re-used for know-how purposes);

to invest funds on behaif of our clients;
to cormply with our regulatory reporting obligations;

to comply with our statutory obligations, including client identification and verification as part of our KYC and CDD
obligations, and screening clients and visiters' health when accessing our premises to comply with Covid-19
regulations and protocals;

to conduct the recruitment and hiring processes, which includes conducting criminal record and credit checks (where
appropriata), the capturing of a job applicant's details and providing status updates to job applicants;

in relation to supplier Information, to create suppller profiles on our systems, pay suppliers, and for general supplier
administration;

to maintain and update our client, or potential client databases;
to maintain and update our supplier database;

to detect, prevent ar manage actual or alleged fraud, security breaches or the abuse, misuse or unauthorised use of
our systems and files, our website and/or contraventions of our POPIA Privacy Pelicy or other agreements;

for security, administrative and legal purposes;

for client relations purposes, which may include storage of clients' marital status and birthdates,;

to communicate with you and retain a record of our communications with you and your communications with us;
to fulfil any contractual obligations that we may have to you or any third party;

to invite you to webinars, functions or events that we may host;

for other activities and/ar purposes which are lawful, reasonable and adecuate, relevant and not excessive in relation
to the provision of our services and/or our business actlvities or such other purpose for which it was collected.

We will obtain your permission before collecting or using your personal information and/or special personal Information
for any other purpossa.

Who are our data subiects and what type of personal information do we collect on these data subjects;
We collect the personal information specified below on the following data subjects:

Users who access our website: we collect no data on these users.

Praviders of products and services to us: identity, contact, financial, transactional and technical information,
Our clients: identity, contact, financial, transactional and technical information.

Employees, former employees, prospective employees: identity, contact and financial information.

- Who we share your Information with

We share your persanal information with:
cur agents, professional corespondents, cofleagues, advisers and suppliers that have agreed~io be bound by
applicable data protection legislation and this Privacy Policy or similar terms, which offer a similar level of protection
as this Privacy Policy;

our employees, suppliers, consultants, contractors and agents if and to the extent that they require such Personal
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44.3

4.5

4.5.1

452

453

Information in arder to process it for us and/or in the provislon of services for or to us, which include know-how and
research, pitching to other clients to obtain further instructions; reporting purposes {(e.g. the South African Revenue
Service and the Financial Intelligence Centre}; hosting, development and administration, technical support and other
support services relating to our website or the operation of our business. We will authorise any Parsonal Information
processing done by a third party on our behalf, amongst other things by entering into written agreements with those
third parties goverming our relationship with them and containing confidentiality; non-disclosure and data protection
provisions. Such persons may be disciplined, their contracts terminated or other appropriate action taken if they fail to
meet their obligations;

governmental agencies and other regulatory or self-regulatory bodies, if required to do so by law or when we
reasonably believe that such action is necessary.

Hew we protect your personal information:

We take reasonable technical and organisational measures to secure the integrity of your personal information and
using accepted technological standards to prevent unauthorised access to or disclosure of your personal information,
and protect your personal information from misuse, loss, aklteration and destruction.

We review our information collection, storage and processing practices, including physical security measures
periodically, fo ensure that we keep abreast of good practics.

We also create a back-up of your information for operatlonal, business continuity and safety purposes and we have a
back-up disaster recovery progran.

Despite the above measuree being taken when processing perscnal information and- special personal
information, and as far as the law aliows, we will not be liable for any loss, claim andfor damage arising from any
unauthorlsed access, disclosure, misuse, loss, alteration or destruction of your personal information andlor
speclal personal information,

(i) The raguest procedures: Form of request:

*  The requester must use the prescribed Form 2, annexed herato marked
annexure "A" to make the request for access to a record This must be
made to the head of Strauss Scher, This request must be made to the
address, fax number or electronic mail address of the head of Strauss
Scher.

« The reguester must provide sufficient detail on the request form to enable
the head of Strauss Scher to identify the record and the requester. The
requester should also indicate which form of access is required. The
requester should also indicate if he or she wishes to be informed in any
other manner and state the necessary particutars o be so informed,

+  The requester must identify the right that he or she is sesking to exarcise or
protect and provide an explanation as to why the requested record is
required for the exercise or protection of that right.

» If a request is made on behalf of a person, the requester must submit proof
of the capacily in which the requester is making the request to the
satisfaction of the head of Strauss Scher.

Feeas:

« The head of Strauss Scher must notify the reguester {other than a personal
requester) by notice, requiring the requester to pay the relevant fee before
further processing the raquest. A personal requester does not pay such fee.

*  The requester may lodge an application to the court against the tender or
payment of the request fea.

- The head of Strauss Scher will then decide on the request and notify the
requaster in the required form.

» If the request is grantad then a further access fee must be paid for the
search, raproduction, preparation and for any time that had exceeded the
prascribed hours to search and prepare the record for disclosure.

5. Availability of the manual

The manual is available for inspection at the offices of Strauss Scher free of
charge and on our website.




Prescribed fees and forms in respact of privata bodias

The prescribed forms and fees for requests 1o private bodies are available on
the websiie of the Information Regulator's wabsite:

hitps:Hfinforequtator.org.za




FORM 2
REQUEST FOR ACCESS TO RECORD

[Ragulation 7] :

NOTE:
1. Proof of identity must be affached by the requester.
2. Ifrequests made on behalf of another parson, proof of such authorisation, must be attached lo this

form.

TO: The Information Officer
| =

E-mail address:

Fax number:
Mark with an "X™

|:| Request is made in my own name |:| Request is made on behalf of another person.
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Record is in written pnnted-form

Record comprises virtual images (this includes phoiographs, slides, video recordings,
compuiter-generated images, sketches, elc)

Record consists of recarded words or information which can be reproduced in sound

Racord is held on a computer or in an electronic, or machine-readable form
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“Printed cop record {mcfudm ptes ofn wrfuéﬁmagés, franscriptions and information
held on computer or in an efectronic or machine-readable form)

Written or printed transcription of virtual images (this includes photographs, slides, video
recordings, computer-generated images, skeiches, elc)

Transcription of soundtrack {wiiffen or printed document)

Copy of racord on flash drive {including virtual images and soundtracks)

Copy of record on compact disc drivefincluding virtual images and soundiracks)

Copy of record saved on cloud storage server

Persanal inspection of record at registered address of public/private by (including listening
fo recorded words, information which can be reproduced in sound, or informatfion held on
comptter or in an electronic or machine-readable form)

Postal services to postal address

Postal services to street address

Courier service to street address

Facsimile of information in written or printed format (including transcrigtions)

E-mail of information (including soundiracks if possibie}

Cloud shareffile transfer

Preferred language
(Note that if the record is nof available in the language you prefer, access may be granfed in
the language in which the record is available)
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You will be notified In writing whether your request has been approved or denied and if approved the
costs relating to your request, if any. Please indicate your preferred manner of correspondence:

Signed at this day of 20

Signature of Requester / person on whose behalf regiiest Is made

FOR OFFICIAL USE

Signature of Information Officer
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