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Prepared in accordance with Section 14 of the
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(“PAIA”); incorporating the requirements of the
Protection of Personal Information Act 4 of 2013
(“POPIA")
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INTRODUCTION

Sasbo is a trade union duly registered in terms of the relevant provisions of the Labour
Relations Act, 66 of 1995.

In compliance with Section 51 of the Promotion of Access to Information Act, 2 of 2000
“PAIA”; read with Protection of Personal Information Act, 4 of 2013 “POPIA” Sasbo

hereby publish its Information Manual.

Sasbo is committed to promoting access to information as well as the protection of

personal information of the data subjects.

This Information Manual details the data that the Union processes and provides for a

procedure to access information in terms of PAIA and POPIA.




A copy of this Information Manual is available on the Sasbo website at sasbo.org.za and

at Sasbo Head Office for public inspection during normal business hours; or on request

from the Information Officer, as detailed hereinunder.

CONTACT DETAILS

Name of Body:

Physical Address:

Postal Address:

Telephone:
Facsimile:
E-mail:

Head of Body:

Designation:

Information Officer:

E-mail:
Telephone:

BLOEMFONTEIN

Physical Address:

Postal Address:

Sasbo— The Finance Union

SASBO HEAD OFFICE

Fourmall Office Park West
1 Percy Street

Fourways

2191

Private Bag X 84
Bryanston

2021

011 467 - 0192

011 467 - 0188

reception@sasbo.org.za

Modime Joe Kokela
General Secretary
Modime Joe Kokela
joek@sasbo.org.za
011 467 - 0192

SASBO REGIONAL OFFICES

Unit No 14

Westdene Centre

Corner First & Reid Street
Westdene

Bloemfontein

9301

P O Box 12310

Brandhof

9324




Telephone:
Facsimile:
E-mail:

Deputy Information Officer:

CAPE TOWN

Physical Address:

Postal Address:

Telephone:
Facsimile:
E-mail:

DURBAN

Physical Address:

Postal Address:

Telephone:
Facsimile:

E-mail:

Deputy Information Officer:

JOHANNESBURG

Physical Address:

051 447 - 7422
051 447 - 7430

sasboblm@sashoblm.org.za

Simone Eddles

6™ Floor General Building
42 Burg Street

Cape Town

8001

P O Box 2256

Cape Town

8000

021 424 - 5941

021 424 - 3014

sasbo@sasbocpt.org.za

Derby Downs

10 Sookhai Place
Grosvenor Square
Westville

3634

P O BOX 337
Westville

3610

031 266 - 9355
031 266 - 9359
sasbodbn@sasdbn.org.za

Anesh Ramchuran

159 Jan Smuts Avenue




Postal Address:

Telephone:
Facsimile:

E-mail:

Deputy Information Officer:

PORT ELIZABETH

Physical Address:

Postal Address:

Telephone:
Facsimile:
E-mail:

Deputy Information Officer:

PRETORIA

Physical Address:

Postal Address:

Telephone:

Facsimile:

Parkwood
Johannesburg

2100

P O Box 1871
Saxonwold

2132

011 442 - 0030/1/2/3
011 442 - 0034

sasbojhb@sasbojhb.org.za
Siphokazi Mondliwa

4 Ascot Road
Mill Park

Port Elizabeth
6000

P.O. Box 63708
Greenacres
6057

041 373 - 9471
041 373 -9475
sasbope@sasbope.org.za
Paul Lubbe

18 Botano Centre

Cnr Embankment and Lenchen
Streets

Centurion

0157

P OBOX 11912

Centurion

0046

012 663 - 6673

012 663 - 6713

North




E-mail: sasbopta@sasbopta.org.za

Deputy Information Officer: Theo Leeuw

3. PAIA - SECTION 10 GUIDE1

A guide containing information relating to an understandable overview of PAIA is
available from the South African Human Rights Commission published and available in
terms of Section 10 of the PAIA.

The contact details of the South African Human Rights Commission are: -

PAIA Unit

The Research and Documentation Department

Postal Address: Private Bag 2700
Houghton
2041
Telephone: +27 11 484 8300
Facsimile: +27 11 484 0582
Website: sahrc.org.za
E-mail: paia@sahrc.org.za

The contact details of the Information Regulator are: -

Information Regulator

The Research and Documentation Department

Postal Address: P O Box 31533
Braamfontein
Johannesburg
2017
Telephone: +27 10 023 5200
Website: justice.gov.za
E-mail (complaints): complaints.IR@justice.gov.za

E-mail (general enquiries): inforeq@justice.qov.za

1 PAIA S51(1)(b)(i)




4, RECORDS FREELY AVAILABLE TO THE GENERAL PUBLIC WITHOUT THE NEED
TO BE REQUESTED IN TERMS OF THIS MANUAL?

41 Sasbo Constitution
4.2 Sasbo News
4.3 Information available on Sasbo website

5. RECORDS WHICH ARE AVAILABLE IN ACCORDANCE WITH ANY OTHER
LEGISLATION3

In accordance with the South African Institute of Chartered Accountants (“SAICA”)
published guidelines for the retention of records; the following records will be available

in accordance with the provisions of other legislations.

Below is the list: -

Arbitration Act, No 42 of 1965

Basic Conditions of Employment Act, No 75 of 1997

Broad Based Black Economic Empowerment Act, No 53 of 2003
Companies Act, No 71 of 2008

Compensation for Occupational Injuries and Diseases Act, No 130 of 1993
Consumer Protection Act, No 68 of 2008

Co-operatives Act, No 34 of 2005

Copyright Act, No 98 of 1987

Electronic Communication and Transaction Act, No 25 of 2002
Employment Equity Act, No 55 of 1998

Employment Services Act, No 4 of 2014

Financial Advisory and Intermediary Services Act, No 37 of 2002
Financial Intelligence Centre Act, No 38 of 2001

Income Tax Act, No 58 of 1962

Intimidation Act, No 72 of 1982

Insolvency Act, No 24 of 1936

Labour Laws Amendment Act, No 10 of 2018

2 pAIA S51(1)(b)(ii)
3 PAIA S51(1)(b)(iii)




Labour Relations Act, No 66 of 1995

National Minimum Wage Act, No 9 of 2018

National Credit Act, No 34 of 2005

Non-Profit Organisations Act, No 71 of 1997
Occupational Health and Safety Act, No 85 of 1993
Promotion of Access to Information Act, No 2 of 2000
Promotion of Administrative Justice Act, No 3 of 2000
Protected Disclosures Act, No 26 of 2000

Protection from Harassment Act, No 17 of 2011

Protection of Personal Information Act, No 4 of 2013
Skills Development Act, No 97 of 1998

Skills Development Levies Act, No 9 of 1999

Tax Administration Act, 28 of 2011

Trust Property Control Act, No 57 of 1988
Unemployment Insurance Act, No 63 of 2002

6. DESCRIPTION OF THE SUBJECTS ON WHICH THE BODY HOLDS RECORDS AND
THE CATEGORIES OF RECORDS HELD ON EACH SUBJECT4

CATEGORIES

Senior Secretariat

4 PAIA 551(1)(b)(iv)

DESCRIPTION OF THE SUBJECTS

Sasbo Constitution

Registration Certificate of Sasbo

Records and Correspondence between Sasbo and
Government Departments, including the Department of
Labour and Employment in respect of amendments to Sasbo
Constitution and any statutory compliance

Sasbo News

Branch Executive Committee Guidelines/Manual

Minutes of the National Executive Congress

Matrix of National Executive Congress Adopted Resolutions
Minutes of the Management Committee

Minutes of the Branch Executive Committee Meetings
Minutes of the Institutional National Council Meetings
Minutes of the Institutional Council Meetings

Bankseta Correspondence

Inseta Correspondence

Monthly Membership Figures of the Union




Financial Department

Administration
Department

Annual Membership Figures of the Union

Legal Compliance Records

ICAS Reports

Records on various issues of a collective nature, including
industrial action and socio-economic protest action
Information on various issues of individual members
Surveys conducted by Sasbo

Confidential Individual Assessment Testing Results

Accounting Records and Financial Statements

Tax Records

Sasbo Employees’ Records, i.e., UIF, SDL, COIDA
Bankseta and Inseta Board Remuneration Records
PAYE Records

Debtors’ Records

Creditors’ Records

Insurance Records

Sasbo Pension Fund/Retirement Fund Rules

Records on Group Life Assurance and Disability Income
Protection Scheme

Bankmed Rules and Application Forms

Auditors’ Reports

Lists and Details of Suppliers

Service Level Agreements and Contracts of Listed Sasbo
Benefits/Value-added Providers or Suppliers

Interim and Annual Financial Statements

Bank Statements and Other Bank Records for Business and
Trust Accounts

Invoices issued in respect of Debtors and Billing Information
Sasbo Employees’ Conditions of Employment and Benefits of
Service (Sasbo Staff Manual)

Claims for Sasbo Executive Meetings

Claims for National Executive Congress Meetings
Claims for Branch Executive Committee Meetings
Claims for Institutional National Council Meetings

Claims for Institutional Council Meetings

Claims for Executive Council Meetings

Claims for Sasbo Representatives Training Workshops
Sasbo Study Grant Applications

Sasbo/Standard Bank Group Home Loan Scheme
Applications

Insurance Documentation

Operational Documents

Sasbo Members’ Personal and Special Personal Information
collected from the Sasbo Membership Application Forms and
Sasbo Website Membership Application Forms

ACB Debit Orders Deductions’ Files




Legal Department

Human Resources
Department
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Notices to Finance Institutions regarding Unpaid Members
Old Mutual of SA Funeral Benefit

Europ-Assist for value added benefits including Legal Line
and Covid Line

Other Sasbo Benefits or Value-Added Benefits, i.e., Holiday
Club

Payrolis of Finance Institutions (Banks and Insurance
Companies)

Legal Files containing Members' Personal Information and
Special Personal Information

Confidential Mandates received from Members and Lapsed
Members

Privileged Correspondence exchanged between Finance
Institutions, the Union and Members

Referral forms to Dispute Resolution Forums

Court Documents

Settlement Agreements

Condonation Applications

Rescission Awards

Arbitration awards

Court Judgements

Court Orders, i.e., Interdicts

Legal Opinions

Sasbo CCMA Toolkit

Register Employees Dismissed (‘REDS”) records

Internal Legal Department Correspondences

Court Records of Collective Bargaining and Mutual Interest
Disputes

Letters of Offer for Employment or Promotion of Sasbo
Employees

Contracts of Employment of Sasbo Employees

Job Descriptions of Sasbo Employees

Recorded Minutes of Interviews of Applicants

Recorded Minutes of Internal Disciplinary Hearings
Personal Information and Special Personal Information of
Sasbo Employees’ including but not limited to Employee
Statistical Data, Performance Management Evaluations
Sasbo Health and Safety records

COIDA claims

Sasbo Employees’ Physical and Mental Disability Forms as
required by law

Sasbo Employment Equity Plans and Reports

Minutes of Sasbo Employment Diversity meetings
Information relating to prospective employees i.e., C\’s
Labour Federation documentations




Research Department

National Secretary /
Training Department

Telerecruiters

Regional Offices

Information
Technology
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Research Files on General Salary Settlements

Salary Settlements in Finance Institutions

Details of Members Branch Executive Committee

Details of Trade Union Representatives (Shop Stewards)
Sasbo Internal Policies and Procedures, i.e., The Policy on
the Nationalisation of Banks, Policy on Strikes, Dishonesty
Policy, etc.

Sasbo Code of Conduct and Standing Orders

Records of Resolutions Committee, i.e., Correspondence
between the Senior Secretariat and the Branch Executive
Committees, Checklist, Recommendations, Rules, Minutes,
Agendas of Meetings

Templates of Internal Forms for i.e. claiming purposes
Recognition Agreements and other Collective Agreements
concluded with Finance Institutions

Internal Policies, Manuals, Procedures, Terms & Conditions
of Employment of Finance Institutions

Monthly reports from the Regional Offices

Monthly itineraries from the Union Officials

Training materials and relevant records, i.e., release letters
SALDT proposals and budgets

Sasbo Workplace Skills Plans

Sasbo Marketing brochures
Incentive form for recruiters
Sasbo Membership Forms

Personal and Special Information of Sasbo Membership
Recorded minutes of meetings with members including but
not limited to disciplinary hearings, etc.

Annual and Monthly Membership Figures of the Union
Regional Employees’ records and any other information
pertaining to staff matters of the respective Regional Office
Sasbo Staff Manual

Sasbo Internal Policies and Procedures

Records pertaining to Access Control to Institutions
Communications between Head Office and the Regional
Offices

Health and Safety Records, i.e., COVID Records

Computer software, records, systems and programs
IT support and maintenance information
Service Levels Agreements
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7. PROTECTION OF PERSONAL INFORMATION ACT, 2013: THE PURPOSE OF THE
PROCESSINGS

Sasbo shall process the personal information of a data subject for a specific, explicitly
defined and lawful purpose related to a function or activity of the union and insofar as
the processing is necessary to achieve the aims of the trade union or trade union

federation.

Direct marketing where applicable within the Union will be conducted with the consent
of the Data Subject. Automated processing of personal information will be conducted in

a manner that preserves the rights of the Data Subject

8. THE CATEGORIES OF DATA SUBJECTS, THE INFORMATION/CATEGORIES OF
INFORMATION AND THE RECIPIENTS OR CATEGORIES OF RECIPIENTS TO
WHOM THE PERSONAL INFORMATION MAY BE SUPPLIED6

For this purpose, the categories of data shall mean: -

‘Personal information” means information relating to an identifiable, living, natural

person, and where it is applicable, an identifiable, existing juristic person.

a) information relating to the race, gender, sex, pregnancy, marital status, national,
ethnic or social origin, colour, sexual orientation, age, physical or mental health, well-
being, disability, religion, conscience, belief, culture, language and birth of the
person;

b) information relating to the education or the medical, financial, criminal or employment
history of the person;

c) any identifying number, symbol, e-mail address, physical address, telephone
number, location information, online identifier or other particular assignment to the
person;

d) the biometric information of the person that includes blood type, fingerprints, DNA
analysis, retinal scanning and voice recognition;

e) the personal opinions, views or preferences of the person;

f) correspondence sent by the person that is implicitly or explicitly of a private or
confidential nature or further correspondence that would reveal the contents of the

original correspondence;

5 PAIA S51(1)(c)(i)
® PAIA S51(1)(c)(ii) &(iii)
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g) the views or opinions of another individual about the person; and

h) the name of the person if it appears with other personal information relating to the

person or if the disclosure of the name itself would reveal information about the

person.

“Special Personal Information”

a) the religious or philosophical beliefs, race or ethnic origin, trade union membership,

political persuasion, health or sex life or biometric information of a data subject; or

b) the criminal behaviour of a data subject to the extent that such information relates

to:

i.

the alleged commission by a data subject of any offence; or

any proceedings in respect of any offence allegedly committed by a data

subject or the disposal of such proceedings.

Categories of
data subjects

Information

Purpose of the
processing

Possible recipients

Members in good e Membership

standing and
Prospective
Members

number
e Bank details
e Personal
Information
e Special
Personal
Information

To achieve the
mandate of Sasbo
Constitution

To achieve the aims
of the trade union or
trade union federation
To recruit potential
data subjects

To provide the data
subject with the
Sasbo benefits

To deliver service of
assistance and
representation to
Sasbo members good
standing regarding
employment matters
To negotiate better
workplace benefits for
Sasbo members
There is no planned
transborder flows of
personal information

Finance Institutions
The Commission for
Conciliation,
Mediation and
Arbitration ("CCMA”)
Bargaining Councils
Courts

Medical Aid Funds
Retirement Funds
Listed Sasbo Benefit/
Value Added
Providers

Medical Practitioners
Legal Practitioners
Government
Departments

Lapsed Sasbo
members in good

standing

e Membership
number

e Bank details

e Personal
Information

To achieve the
mandate of Sasbo
Constitution;

To achieve the aims
of the trade union or
trade union federation

Finance Institutions
The Commission for
Conciliation,
Mediation and
Arbitration (‘CCMA”)
Bargaining Councils
Courts
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e Special
Personal
Information

To assist and
represent lapsed
Sasbo members good
standing in
employment matters
and/or disputes.

Medical Aid Funds
Retirement Funds
Listed Sasbo Benefit/
Value Added
Providers

e Medical Practitioners
Thereisnoplanned | e Legal Practitioners
transborder flows of o Government
personal information Departments (Seta’s)
Employees, e Bank details To comply with all o Finance Institutions
Previous Personal employment-related e The Commission for
Employees and Information matters in respect of Conciliation,
Prospective e Special Sasbo Staff Manual, Mediation and
Employees Personal and as required by Arbitration (“CCMA”)
Information law, Codes and s Courts
Regulations of adata | ¢ Medical Aid Funds
subject e Retirement Funds
To comply with and e Listed Sasbo
enforce the provisions Benefit/\Value Added
of the Contract of Providers
Employment e Medical Practitioners
concluded between | , | oya Practitioners
the Umor_1 and the T
data subject in Departments (Seta’s)
respect of
remuneration,
benefits, rights and
obligations.
There is no planned
transborder flows of
personal information
Listed Sasbo Personal To provide a service | e |IT Service and
Benefit/Value- Information of to Sasbo Support Providers
Added Providers, | Sasbo Employees To comply with law, | ¢ Biometric Suppliers
other Providers, and/or Sasbo Regulations and/or o Listed Sasbo
and/or Contractors | members only Codes Benefit/Value Added
disclosed insofar it | ¢ There is no planned Providers
Is necessary to transborder flows of | e Government
provide such personal information Departments
information
Suppliers and/or Personal To provide a service e Travel agents
Agents information of to Sasbo ¢ Car rental suppliers
Sasbo Employees There is planned e Accommodation
only disclosed transborder flows of e Conferences venues

insofar it is
necessary to
provide such
information

personal information
in the case of
international travel
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Visitors Any identifying To provide Access e Government
number, symbol, Control Departments
e-mail address, To provide Security » South African Police
physical address, To maintain health Service
telephone number, | and safety, i.e., Covid | e Security Companies
location and other legal
information, online requirements.
identifier or other There is no p|anned
particular transborder flows of
assignment to the personal information
person
The biometric
information of the
person
Health

9. SECURITY MEASURE

10.

Sasbo implemented appropriate and reasonable measures to ensure confidentiality,
integrity and the availability of the information which is to be processed. The IT Division
develops and manages the overall Sasbo information security strategy and oversees
adherence to information security controls as per the approved policies, procedures,

standards and guidelines.

REQUEST FOR ACCESS TO PERSONAL INFORMATION

A data subject, having provided adequate proof of identity, has the right to request a
responsible party to confirm, free of charge, whether or not the responsible party holds

personal information about the data subject.

Whereas Sasbo holds personal information about the data subject, a data subject may
request the record or a description of the personal information about the data subject
held by Sasbo, provided that the requester has the legal authority to make a such a
request; by duly completing Form “Annexure C”. Such a request must be within a

reasonable time and at a prescribed fee.

The form must be submitted to the Information Officer at the postal address, physical

address or email address provided herein.

A data subject may object, at any time, to the processing of personal information in terms
of Subsection (1)(d) to (f) of POPIA, submitting Form 1, on reasonable grounds relating

to his, her or its particular situation, unless legislation provides for such processing; or
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for purposes of direct marketing other than direct marketing by means of unsolicited

electronic communications as referred to in Section 69 of POPIA.

If, in response to a request for personal information, the data subject has the right in
terms of Section 24 POPIA, to request the correction of information. A data subject may,
by completing Form 2, request Sasbo to correct or delete personal information about
the data subject in its possession or under its control that is inaccurate, irrelevant,
excessive, out of date, incomplete, misleading or obtained unlawfully; or destroy or
delete a record of personal information about the data subject that the Sasbo is no longer

authorised to retain in terms of Section 14 of POPIA

Sasbo may require the requester to pay a fee for services provided by Sasbo to enable
the Sasbo to respond to a request; whereafter, Sasbo will provide the requester a written
estimate of the fee before providing the services; and may require the requester to pay

a deposit for all or part of the fee.

Sasbo may or must refuse, as the case may be, to disclose any information requested
to which the grounds for refusal of access to records set out in the applicable sections
of Chapter 4 of Part 2 and Chapter 4 of Part 3 of the Promotion of Access to Information
Act. The provisions of Sections 30 and 61 of the Promotion of Access to Information Act

are applicable in respect of access to health or other records.

11. COMPLAINTS
Any person may submit a complaint to the Information Regulator and must submit such
a complaint to the Information Regulator on Part | of Form 5 alleging interference with
the protection of the personal information of a data subject.
Sasbo or a data subject may, in terms of Section 63(3) of POPIA, submit a complaint to
the Information Regulator on Part Il of Form 5 if he, she or it is aggrieved by the
determination of an adjudicator.
Alternatively, one can, prior referring the complaint to the Information Regulator, forward
a complaint to the Sasbo Information Officer.

. 29/1) /90/
MODIME JOE KOKELA DATE
GENERAL SECRETARY

SASBO- THE FINANCE UNION

[Forms included]




