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1. Introduction 
 
The Promotion of Access to Information Act No. 2 of 2002, (“the Act”) came into operation 
on 23 November 2001.  Section 51 of the Act requires that we, as a Private Body, compile a 
manual providing the public with information regarding the procedures to be followed when 
requesting information from us for the purpose of exercising or protecting rights. 
 
We as a Private Body have compiled this manual, not only to comply with the provisions of 
the Act, but also to foster a culture of transparency and accountability in our environment 
and to ensure that members of the public have effective access to information in our 
possession which will assist them in the exercise and protection of their rights. 
 
Within these pages you will be able to view the categories of information that we possess.  
You will also be shown the correct procedure to follow should you require access to any of 
this information. 
 
Cedar Crest Nursery School CC was registered on 21/12/2004 and conducts business as an 
early childhood development centre in the educatio sector. 
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2. Contact Details: 
 
Private Body Name    Cedar Crest Nursery School CC 
 
Registration Number    2004/126815/23 
 
Registered Address    69 Porterfield Road, Bloubergstrand, 7441 
 
Postal Address     P O Box 60764, Table View, 7439 
 
Telephone Number    021 557 7593 
 
Fax Number     N/A 
 
Website     www.cedarcrestnurseryschool.co.za 
 
Information Officer    Arlene Adriaanse 
 
Information Officer Email   info@cedarcrestnurseryschool.co.za 
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3. Guide to the Act and Section 10: 

 
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 submits a request, the public body 
must be acting in the public interest. 
 
Requests in terms of the Act shall be made in accordance with the prescribed procedures, at 
the rates provided.  The forms and tariffs are dealt with in paragraphs 6 and 7 of the Act. 
 
Requesters are referred to the guide in terms of Section 10 which has been compiled by the 
Information Regulator, which will contain information for the purposes of exercising 
Constitutional Rights.  The Guide is available from the Justice Department. 
 
The contact details of the Information Regulator are: 
 
Business address    JD House 

27 Stiemens Street 
Braamfontein 
Johannesburg 
2001 

 
Postal address     PO Box 31533 

Braamfontein 
Johannesburg 
2001 

 
Email address     complaints.IR@justice.gov.za  
 
Website     www.justice.gov.za  
 

 
 
 
 
 
 
 
 
 

mailto:complaints.IR@justice.gov.za
http://www.justice.gov.za/
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4. Applicable Legislation: 

 

Reference Act 

 

Act 33 of 1997 Abolition of Corporal Punishment Act 

Act 7 of 2018 Basic Conditions of Employment Amendment Act 

Act 46 of 2013 Broad-Based Black Economic Empowerment Amendment Act 

Act 13 of 1999 Child Care Amendment Act 

Act 28 of 2019 Child Justice Amendment Act 

Act 17 of 2016 Children’s Amendment Act 

Act 18 of 2016 Children’s Second Amendment Act 

Act 25 of 2005 Close Corporations Amendment Act 

Act 3 of 2011 Companies Amendment Act 

Act 61 of 1997 Compensation for Occupational Injuries and Diseases Amendment Act 

Act 68 of 2008 Consumer Protection Act 

Act 9 of 2002 Copyright Amendment Act 

Act 19 of 2020 Cybercrimes Act 

Act 1 of 2014 Electronic Communications Amendment Act 

Act 25 of 2002 Electronic Communications and Transactions Act 

Act 47 of 2013 Employment Equity Amendment Act 

Act 26 of 2013 Employment Tax Incentive Act 

Act 1 of 2017 Financial Intelligence Centre Amendment Act 

Act 28 of 1997 Income Tax Act 

Act 8 of 2018 Labour Relations Amendment Act 

Act 3 of 2020 National Minimum Wage Amendment Act 

Act 31 of 2019 Promotion of Access to Information Amendment Act 

Act 4 of 2013 Protection of Personal Information Act 

Act 24 of 2020 Tax Administration Laws Amendment Act 

Act 23 of 2020 Taxation Laws Amendment Act 

Act 10 of 2016 Unemployment Insurance Amendment Act 
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5. Schedule of Records: 

 
In terms of Section 52, a private body may, on a voluntary and periodic basis, submit to the 
Minister a description of categories of records which are automatically available without a 
person having to request access in terms of this Act.  
 
This includes records which are available: 

• for inspection 

• for purchase or copying from the private body; and 

• from the private body free of charge 
 
We hold the following categories of information: 
 

• Accounting records 

• Information Technology 

• Intellectual Property 

• Personnel Records 

• Sales and Marketing 

• Statutory Company records 

• Client Databases 

• Internal Phone lists 

• Administrative information 
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6. Request for information: 

 
A person who wants access to our records must complete the necessary request form C or 
form D (available upon request), and the completed form(s) must be sent to the address or 
email address provided in this manual and marked for the attention of the information officer.  
 
The requester must provide sufficient details to enable the Company to identify: 
 

1. The record(s) requested 
2. The requestor (if an agent, proof of capacity) 
3. Specify a postal address or email address for the requestor in the republic 
4. The form of access required 
5. The way the requestor wishes to be informed of the decision 
6. The right which the requestor is seeking to exercise or protect with an explanation of 

the reason the record is required to exercise or protect the right 
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7. Prescribed Fees: 

 
The request fee payable by a requestor, other than a personal requestor (person requesting 
information about themself) is R 50. 
 
The fees for reproduction and access fees payable by a requestor, are set out in Annexure A. 
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Annexure A - Fees 
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Form C 
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Form D 

 

 


