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Pre-amble

Registration Number of Company: 2018/257962/07

NAME OF COMPANY: DALBOYS MANUFACTURING (PTY) LTD

PAIA MANUAL. in terms of Section 51 of
The Promotion of Access to Information Act 2/2000

(the "Act")

This manual us written in terms of S 51 of the Promotion of Access to Information Act 2/2000. A copy is
available from the South African Human Rights Commission.

This manuat is intended to guide interested parties (internal and external) in the types of company
information available and process required to access such information.

The document is for internal and external use and is in respect of all information available

The reference in this manual to any information in addition to that specifically required in terms of Section
51 of the Act, does not create any right or entitlement (contractual or otherwise) to receive such
information other than in terms of the Act.

Revision History

Originate document — May 2021

Definitions

SAHRC - South African Human Rights Commission
PAIA — Promation of Access to Information
Dalboys Manufacturing Pty Ltd — The Company (DBMax)
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1. Company Infroduction

DB Max is Africa’s leading fibreglass kiosk Manufacturer and sister company to the Fibreglass Shop with
experience of almost 50 years. The company was originated over 10 years ago to specialize in non-electrical
products, the company operates from a 4000 meter square manufacturing facility in East London and
employs over 50 people. The facility includes a pattern shop, fibreglass mould-making shop and fibreglass
production area which includes spray gel-coating and chopper gun applications. A full sheet-metal work and
boiler making workshop and powder coating plant complements the production capability.

The company focuses on 3 main lines: fibreglass kiosks and guard houses, aqua-culture tanks and filters and
promotional trailers. Our products are used across the African continent and assist with poverty alleviation
through provision of affordable business premises for African entrepreneurs. Each unit manufactured creates
approximately 5 jobs per person at our local facility.

2. Company Contact Details
Directors: Mr. H.M.Datbock {ex-officio)
Mr. G.M. Dalbock (Managing Director)
Mr. B.H. Dalbock (Operations Director / Finance & Information

Officer)
Postal Address: PO Box 7166, East L.ondon, 5200
Street Address: Site 9, Mdantsane Industrial, Mdantsane, 5219
Telephone Number: 043 761 31086
Fax Number: 043 761 3280
Email: annamarie@dbmax.co.za
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3. The Act

3.1 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,

3.2 Requests in terms of the Act shalf be made in accordance with the prescribed procedures, at the rates
provided. The forms and tariff are dealt with in paragraphs 6 and 7 of the Act.

3.3 Requesters are referred to the Guide in terms of Section 10 which has been compiled by the South
African Human Rights Commission, which will contain information for the purposes of exercising
Constitutional Rights. The Guide is available from the SAHRC.
The contact details of the Commission are:

Postal Address:
Telephone Number:
Fax Number:

Website:

4. Applicable Legislation

Private Bag 2700, Houghton, 2041
+27-11-877 3600
+27-11-403 0625
www.sahrc.org.za

No Ref Act

1 No 61 of 1973 Companies Act

2 No 98 of 1978 Copyright Act

3 No 55 of 1998 Employment Equity Act

4 No 58 of 1962 Income Tax Act

5 No 66 of 1995 Labour Relations Act

6 No 89 of 1991 Value Added Tax Act

7 No 37 of 2002 Financial Advisory and Intermediary Services Act
8 No 75 of 1987 Basic Conditions of Employment Act

9 No 25 of 2002 Electronic Communications and Transactions Act
10 No 2 of 2000 Promotion of Access of Information Act

12 No 4 of 2002 Unemployment Contributions Act

13 No 30 of 1996 Unemployment Insurance Act

14 No 97 of 1998 Skills Development Act

15 No 9 of 1998 Skills Development Levies Act

16 No 77 of 1968 Stamp Duties Act

17 No 24 of 1956 Pension Funds Act

18 No 130 of 1993 Compensation for Occupational Injuries and Disease Act
19 No 85 of 1983 Occupational Health and Safety Act

5. Schedule of Records

We maintain records on the following categories and subject matters. All requests for access will be
evaluated on a case by case basis in accordance with the Act. In particular, there may be applicable grounds
of refusal of such request, as set out in the Act. Please note that many of the records held by us are those of
third parties, such as clients and employees, and we take the protection of third party confidential information
very seriously as these records are property of the third party and not the company. Requests for access to
those records will be considered very strictly and will need to be carefully motivated.
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Records Subject Availabilit
Public Affairs o Public Product Information Freely available on web site
e Public Corporate Records www.fgshop.co.za
= Media Releases
Financial e Financial Statements Reqguest in terms of PAIA.
¢ Financtal and Tax Records (Company
& Employees)
= Agset Register
¢ Management Accounts
e Memoranda and Articles of
Association
« Statutory Records
Marketing e Market Information Limited Information available on web
¢  Public Customer Information: site. (see above)
o Product leaflets Request in terms of PAIA
s Performance Records
»  Product Sales Records
e Marketing Records
o Customer Database
Operational » Production Records Request in terms of PAIA

Human Resources
Records

Other Internal
Records

Client Records

L.ogistics Records

Employee Records
Contracts
Third party employee records

Internal Policies & Procedures
Minutes of Meetings

Records held by Officials of the

Company
Intellectual Property
Service Records

Contracts

Records provided by a third party
Records pertaining to the client
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6. Form of Request

To facilitate the processing of your request, Kindly:

6.1 Use the prescribed form, available on the website of the SOUTH AFRICAN HUMAN RIGHTS
COMMISSION at www.sahrc.org.za or the Department of Justice and Constitutional Development
website www.doj. gov.za (under regulations). If the requestor does not use the standard form, the request

may be rejected for lack of procedural compliance, refused (if sufficient information is not provided}) or
delayed.

6.2 Address your reguest to the Information Officer at the email address provided.
6.3 Provide sufficient details to enable the COMPANY to identify:
(a) The record(s) requested;
(b) The requester (and if an agent is lodging the request, proof of capacity in which they are requesting),
{(c) The form of access required,
(d) (i) The postal address or fax number of the requester in the Republic;
(ii) If the requester wishes to be informed of the decision in any manner (in addition to written) the
manner and particulars thereof;

{e) The right which the requester is seeking to exercise or protect with an explanation of the reason the
record is required to exercise or protect the right.

7. Prescribed fees

The following applies fo requests {other than personal requests):

7.1 A requestor is required to pay the prescribed fees before a request will be processed;

7.2 If the preparation of the record requested requires more than the prescribed hours (six), a deposit shall

be paid (of not more than one third of the access fee which would be payable if the request were
granted);

7.3 A requestor may lodge an internal appeal or application with a court against the tender/payment of the
request fee and/or deposit;

7.4 Records may be withheld until the fees have been paid.

7.5 The fee structure is available on the website of the SOUTH AFRICAN HUMAN RIGHTS COMMISSION
at www.sahre.org.za.

7.6 The information officer will make a decision on the request and notify the requester in the required form.
Requests will be evaluated and considered in accordance with the Act. Publication of this manual and
describing the categories and subject mafter of the information held by the Company does not give rise
to any rights to access such information or records.

7.7 If the request is granted, then a further access fee must be paid for the reproduction and the search

preparation, and for any time that has exceeded the prescribed hours to search and prepare the record
for disclosure.
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