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PROMOTION OF ACCESS TO INFORMATION ACT

SECTION 51 MANUAL

FOR

ROCKWELL AUTOMATION SOUTH AFRICA (PTY) LTD

INTRODUCTION

Rockwell Automation (Pty) Ltd (“Rockwell Automation”) is a $ 4 billion American based Industrial Automation Company that operates globally. It is focused on being the preferred global supplier of Industrial Automation Products and services.

Rockwell Automation employs 22 000 employees globally, of which approximately 100 are employed by the South African Company and who cover the Sub-Saharan Africa territory

The company’s main activities are focused on determining industrial automation needs for its customers and potential customers and providing world-class products, solutions and engineering services to address such needs.

PARTICULARS IN TERMS OF THE SECTION 51 MANUAL

1. CONTACT DETAILS

Nominated Head of Organisation:
Jackie Demetriou

Position Held:


Human Resources Manager

Telephone Number:


(011) 654-9700

Fax Number:



(011) 654-9800

E-Mail Address:


jdemetriou@ra.rockwell.com
Physical Address of Organisation:
Riverview Office Park






Janadel Avenue






Midrand

Postal Address of Organisation:
P O Box 7096






Halfway House






1685

Website Address:


www.rockwellautomation.co.za

2. SECTION 10 GUIDE ON HOW TO USE THE ACT

The Guide will be available from the South African Human Rights Commission by no later than August 2003.  Please direct any queries to:

The South African Human Rights Commission:

PAIA Unit

The Research and Documentation Department

Postal Address: Private Bag 2700

Houghton

2041

Telephone: + 27 11 484 8400

Fax: 
       + 27 11 484-0582

Website: www.sahrc.org.za
E-Mail: PAIA@sahrc.org.za
3. RECORDS AVAILABLE IN TERMS OF OTHER LEGISLATION

Rockwell Automation keeps the following records in terms of legislation other than the Promotion of Access to Information Act (“the Act”). The records listed below are not freely available to any requester but only to those specifically given access to those records by the legislation in terms of which they are kept. If a requester wishes to access 

any of the records to which these statutes apply, a request must be made in accordance with the procedure set out in paragraph 4.3 below.  Each request will be evaluated in accordance with the criteria and requirements set out in the Act.

· Monthly Financial Results

· Audited Annual Financial Statements

· Bank Instructions

· Bank Statements and Vouchers

· Books of Account

· Cash Books

· Cheques

· Costing Records

· Creditors invoices and Statements

· Creditors Ledgers

· Debtors Ledgers

· Debtors Statements

· Deposit Slips

· Fixed Asset Register

· General Legers

· Good Received Notes

· Journal Vouchers

· Petty Cash Books and Voucher

· Stock Reconciliations

· Year End Working Papers

· Agreements and Leases

· General Correspondence

· Insurance Claims

· Statutory Records:

· Certificate of Incorporation

· Certificate of Change of Name

· Certificate of Registrations

· Special Resolutions

· Income Tax Records ( Returns and Assessments)

· VAT Documentation

· Staff Expense Claims

· Personnel Files

· Contracts of Employment

· Salary Slips

· Overtime records

· Commission records

· Job Descriptions

· Attendance Records

· Termination letters

· Employment Equity Report and Plan

· Skills Development Plans and Reports

· Legislative Notices

· Staff loan Agreements

· Disciplinary records

· Leave Forms

· UIF Remittances

· Workman’s Compensation Remittances

· Accident Reports

· Sales Invoices

· Customer Orders

· Supplier Invoices

· Customs Clearance Documentation

· Production Orders

· Inventory Holding Records

· Inventory Movement Records

· Creditors Listings

· Debtors Listings

· Minutes of Management Meetings

4.
ACCESS TO RECORDS HELD

4.1
Categories of Records, which are Available Without Having to Request Access in terms of the Act

Access to any record must be requested via the Access Procedure as described in the Act and Below.

4.2 Records that May be Requested

The following is a list of subjects and categories of records held by Rockwell Automation. Upon a proper request and the payment of a fee in terms of the Act, access may be granted to such records unless Rockwell Automation is entitled to refuse access to such records, or the records are exempted in terms of the Act.

Finance and Administration

· Monthly Financial Results

· Audited Annual Financial Statements

· Bank Instructions

· Bank Statements and Vouchers

· Books of Account

· Cash Books

· Cheques

· Costing Records

· Creditors invoices and Statements

· Creditors Ledgers

· Debtors Ledgers

· Debtors Statements

· Deposit Slips

· Fixed Asset Register

· General Legers

· Good Received Notes

· Journal Vouchers

· Petty Cash Books and Voucher

· Stock Reconciliations

· Year End Working Papers

· Agreements and Leases

· General Correspondence

· Insurance Claims

· Statutory Records:

· Certificate of Incorporation

· Certificate of Change of Name

· Certificate of Registrations

· Special Resolutions

· Income Tax Records ( Returns and Assessments)

· VAT Documentation

· Staff Expense Claims

· Minutes of Management Meetings

Human Resources

Personnel Files

· Contracts of Employment

· Curriculum Vitae

· Selection Evaluations

· New Employee Evaluations

· Staff Assessments

· Commission Calculation Sheets

· Job Descriptions

· Termination letters

· Clearance Certificates

· Exit Interviews

· Selection Evaluations

· New Employee Evaluations

· Letters confirming change to status or benefits

· Staff loan Agreements

· Disciplinary records

· Leave Forms

· IRP 2 Forms

· Medical Aid Application Forms

· Provident Fund Application and Withdrawal Forms

· Training records

Payroll
· Salary Slips

· Payroll

· Overtime Calculations

· Commission Calculations

· Bonus Calculations

· Miscellaneous Salary Input data

· IRP 5’s
Human Resources Policies and Procedures

· Additional Employment

· Advise of Change to Personal Details

· Alcoholism

· Cell Phones

· Computers

· Confidentiality

· Conversion of Employment Type

· Date of Employment

· Death

· Disability

· Disciplinary

· Family Members Employment

· Grievances

· Health and Safety

· Induction

· Injury on Duty

· Internet/e-mail usage

· Office Regulations

· PDA Purchases

· Relocation

· Remuneration

· Retirement

· Retrenchment

· Salary Advances

· Salary Calculations

· Staff Farewell

· Staff Loans

· Termination of Employment

· Training and Development

· Travel Re-imbursement

· Leave:


· Annual

· Sick

· Family Responsibility

· Study

· Special 

· Unpaid

· Maternity

· Religious


Employment Equity

· Employment Equity Plan

· Employment Equity Report

· Minutes of EEQ Meetings

Training and Development

· Skills Development – Training Plans

· Skills Development – Training Report

· Individual Training Records

Sales, Quality, Logistics and Customer Support

· Sales Invoices

· Customer Orders

· Supplier Invoices

· Customs Clearance Documentation

· Production Orders

· Inventory Holding Records

· Inventory Movement Records

· Creditors Listings

· Debtors Listings

· Minutes of Sales Meetings

· Sales Literature

4.3
Form of Request

4.3.1 The requester must use the prescribed form to make the request for access for a record.  This must be made to the head of the organisation.  Thus request must be made to the details as contained in 1 above.

4.3.2 The requester must provide sufficient detail on the request form to enable the head of the Organisation to identify the record and the requester.  The requester should also indicate which form of access is required.  The requester should also indicate if any other manner is to be used to inform the requester and state the necessary particulars to be so informed. 

4.3.3 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 of protection of that right.

4.3.4 If a request is made on behalf of another person, the requester must submit proof of the capacity in which the requester is making the request to the satisfaction of the head of the Organisation.

4.4
Fees

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

4.4.2. The head of the organisation will notify the requester by notice, requiring the requester to pay the prescribed fee before further processing the request.

4.4.3. The fee that the requester must pay to the organisation will be R 50.00.  The requester may lodge an application to the courts against the tender or payment of the request fee.

4.4.4. After the head of the organisation has made a decision on the request, the requester will be notified in the required form.

4.4.5. If the request is granted, 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.

5.
OTHER INFORMATION AS MAY BE PRESCRIBED

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

6.
AVAILABILITY OF THE MANUAL

This manual is available for inspection free of charge at the Offices of Rockwell Automation, the details as mentioned in paragraph one above. Copies are also available with the SAHRC, in the Gazette and on our Website.
