Promotion of Access to Information Act

Manual
(in accordance with section 51 of the Promotion of Access to Information act, No 2 of 2000)

Introduction to LSG Insurance Services

1. Contact details [Section 51(1)(a)]

Information Officer: Mr Simon Griffiths

Physical address: LSG House, 12 Bell Crescent, Westlake Business Park, 7945
Postal address: P O Box 53038, Kenilworth, 7745

Tel number: 021 701- 0840

Email address: info@Isginsurance.co.za

2. The section 10 Guide on how to use the Act [Section 51(1)(b)]

Should you require greater clarity you are referred to the guide that will be published by The
South African Human Rights Commission by not later than August 2003.

The Guide will be printed in the Government Gazette and be available for inspection by the
public at the offices of the Human Rights Commission. Direct any queries to: The South
African Human Rights Commission, PAIA Unit, Research and Documentation Department,
Private Bag 2700, Houghton. 2041 - Tel no. 011 484 8300; Fax no. 011 484 7146;
www.sahrc.org.za

3. Records available in terms of any other legislation [Section 51(1)(d)]

Short Term Insurance Act, No. 53 of 1998

4. Access to the records held by LSG Insurance Services [Sections 51(1)(c) and 51(1)(e)]

I. Client Financial Needs Analysis, Client Risk Profile, Client Financial Products

and Services Summary [Section 51(1)(c)]

ii. Human Resources: [Section 51(1)(e)]

e Employment contracts

e Disciplinary and Grievance Procedure records

e Internal correspondence

iii. The request procedures:

e The requester must use the prescribed form to make the request for access to a
record. This must be made to the head of LSG Insurance Services. This
request must be made to the address, fax number or electronic mail address
mentioned above. [s 53(1)].

e The requester must provide sufficient detail on the request form to enable the
head of LSG Insurance Services to identify the record and the requester. The
requester should also indicate which form of access is required. The requester


http://www.sahrc.org.za/

should also indicate if any other manner is to be used to inform the requester
and state the necessary to be so informed [s 53(2)(a) and (b) and (c)]

e The requester must identify the right that is sought to be exercised or to be
protected and provide an explanation of why the requested record is required
for the exercise or protection of that right [s 53(2)(d)].

e If arequest is made on behalf of another person, the requester must then
submit proof of the capacity in which the requester is making the request to the
satisfaction of the head of the private body [s 53(2)(f)].

Fees:

A requester who seeks access to a record containing personal information about that requester is
not required to pay the request fee. Every other requester, who is not a personal requester, must
pay the required request fee:

e The head of LSG Insurance Services will notify the requester (other than a personal
requester) by notice, requiring the requester to pay the prescribed fee (if any) before
further processing the request [s 54(1)].

e The fee that the requester must pay to the brokerage is R50. The requester may lodge
an application to the court against the tender or payment of the request fee [s 4(3)(b)].

e After the head of the private body has decided on the request, the requester must be
notified in the required form.

o Ifthe request is granted then a further access fee must be paid for the search,
reproduction, preparation and for any time that has exceeded the prescribed hours to
search and prepare the record for disclosure [s 54(6)].

5. Other information as may be prescribed [Section 51(1)(f)]

The Minister of Justice and Constitutional Development has not made any regulations in this
regard.

6. Availability of the manual [Section 51(3)]

This manual is available for inspection at the offices of the head of LSG Insurance Services free
of charge at the above mentioned address; and copies are available with the SAHRC, as well as
published in the Government Gazette.



