Guide of Stabilis Treatment Centre for the Promotion of Access to Information pursuant to Article 51 of Act nr 2 of 2000

1. Introduction

This guide describes Stabilis Treatment Centre’s policy regarding the right of access of staff and members of the public to information. Stabilis Treatment Centre’s policy has the objective to give effect to compliance with the requirements of the Act on the Promotion of Access to Information, nr 2 of 2000. The guide has been submitted to the Human Rights Commission. Over and above the content of this guide, information has also been freely made available through brochures, display boards, publications, newsletters, and the company’s web domain (www.stabilis.org.za). 

2. Structures

2.1 Members’ Meeting of Stabilis Treatment Centre

2.2 Management (Board of Directors)

2.3 Personnel Committee of the Board

2.4 Executive Director

2.5 Management Team

3. Functions

3.1 Members’ Meeting of Stabilis Treatment Centre

· Approval of applications of new members

· Convenes annual general meetings and general meetings every year

· Appoints directors, chairperson, vice chairperson and Executive Director biennially

· Appointment of the auditor

· Consideration of annual financial statements

3.2 Board of Directors (Management)

· Execution of goals set in the Deed and Statute

· Overseeing of set and operational costs

· Overseeing insurance of all assets

· Resolution on buying or selling of property

· Resolution on expansion or reduction of services

· Resolution on business plan / welfare programme

· Resolution on strategic / marketing plans and actions

· Managing of investments

· Managing of funds

· Appointment of  signatory personnel

· Resolution on appointment of senior personnel

3.3 Personnel Committee of Board of Directors (Management)

· Compilation and maintenance of personnel guide /policy

· Selection and appointment of personnel

3.4 Executive Director

· Execution of all instructions/resolutions of Board

· Ensuring that business plan/welfare programme are implemented

· Ensuring that strategic/marketing plans and actions are implemented

· Ensuring that the accounting policy of the company is strictly adhered to

· Ensuring that personnel actions are in line with the company’s manpower policy

· Handles all legal contracts on behalf of the Board

· Handles all selling and buying of property on behalf of the Board

· Managing of senior personnel

3.5 Management Team

· Execution of all instructions of the Board and/or Executive Director

· Managing and maintenance of business plan welfare programme

· Managing and maintenance of strategic / marketing plans and actions

· Managing and maintenance of accounting policy

· Managing and maintenance of administrative policy

· Managing and maintenance of manpower policy

· Represents the Board in external bodies on local, provincial and national level

4. Topics on which the company keep records

We keep and maintain records on the following information/topics (please take note that a large ercentage of the information kept by us is that of our patients and employees, and protection of their confidential information is regarded by us in a very serious light). In particular we act in our professional capacities with our patients, and the information is thus the property of the patients and not of Stabilis Treatment Centre.

4.1 Financial Records with original entries

· Cash books, creditors’ book, debtors’ book, general ledger, petty cash books, sales journals, purchase journals, and supporting ledger.

· Documentary evidence, bank statements, costing documents, creditors’ invoices and statements, goods receipts, journal receipts, wage sheets, purchase orders and invoices, salary registers, sales tax records, and tax returns and assessments.

4.2 Employee records

Expense accounts, wage statements, employee  tax returns, casualty records, personnel records, training records, pension and provident fund records, agreements with labour unions, service contracts, and duty sheets.

4.3 Statutory registration records

Annual statements, registration certificates, founding statement and Deed of Foundation, minutes, notices of meetings, registers of Directors’ attendance, directors and officials and ordinary members.

4.4 Patient orientated information


The information includes the following:

· Agreements between the centre and the patient

· All information disclosed to the centre by the patient and his system

· Records and process notes of the professional team

5. Postal address

Stabilis Treatment Centre

P O Box 26033

Arcadia

0007

6. Street address

Stabilis Treatment Centre

1229 Haarhoff East Street

Moregloed

7. E-mail address

Staanvas@mweb.co.za 

8. Information office

All enquiries, requests or complaints by personnel/the public regarding access to information may be submitted to the Executive Director at the above mentioned addresses, or by fax to (012) 333 7702 – ask for a fax line, or on telephone number (012) 333 7702.

9. Information available in terms of Legislation

Personnel have access to the following information:

· The Act and Statute of the company

· The company’s operational trade manual

· Personal written particulars of service or service contract

· Personal monthly payment advice

· Service Certificate at termination of employment

Members of the public can also by written request get access to the following information:

· Act and Statute of the company

· Proof of registration of the company

10. PROCEDURE TO BE FOLLOWED BY PERSONNEL OR THE PUBLIC IN ORDER TO GET ACCESS TO INFORMATION

 A request for access to information must be directed in the prescribed format to the Executive Director at the address, fax number, or electronic mail address of the company.

The legally prescribed from must be completed in full. The staff member ro member of the public must specify clearly which information is being sought, as well as specify the reasons for the request in the relevant column. The completed form must be submitted by the staff member to his direct superior.  Members of the public must send the form to the Executive Director. The superior must evaluate whether the request complies with the employer’s  policy, and if so, allow the staff member access to the information within 10 days. The Executive Director must evaluate whether the request by the member of the public complies with the policy of the company, and if so, allow the member of the public access to the information within 30 days, or refuse access. If the staff member or member of the public requests copies of the relevant documentation or information, the cost involved will have to be paid by the staff member or member of the public. The cost recovered by the company is compliant with the prescriptions of the Act. If there exists any doubt about authorising a staff member’s request for access to information, the superior must as a matter of urgency, but not later than within 20 days after receipt of the request forward it to the information officer, the Executive Director.  The information officer will consider the request, and within 30 days from receipt authorise access to the information as requested, or refuse access in writing.

11. RIGHTS OF PUBLIC OR STAFF MEMBER IF REQUEST IS REFUSED

In Terms of the Act on the Promotion of Access to Information, each staff member or member of the public has the right to approach the Human Rights Commission if a request for access to information is refused.

12. HUMAN RIGHTS COMMISSION

The Human Rights Commission will make available a guide in every official language before or on 28 February 2004 that will explain in full how the Act on the Promotion of Access to Information can be utilised.

The guide will be available at all offices of the Human Rights Commission
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