[image: Badge]employment & labour
			Department:
			Employment and Labour
			REPUBLIC OF SOUTH AFRICA												
									




Employer: 
All employer



Contact person: _All employers_____
Tel no : _011 684 0002___             
    
	Enquiries: Terrence Sergel
Email: terrence.sergel@labour.gov.za 
Cell no: 082 064 2993
Reference:  _ Blitz Inspection _



NOTICE OF VISIT BY INSPECTION & ENFORCEMENT SERVICES INSPECTOR
BASIC CONDITIONS OF EMPLOYMENT ACT

This is to notify you that all documents need to be emailed  to Inspector for in office audit by the Inspector of this department, on or before   ___24___/___11___/2020
You are required to produce the following records, which you are required to keep in terms of labour legislation, which will be inspected:

1. Employer to keep a copy of the Act or determination where applicable. 
2. Attendance Register. (last 2 month) 
3. A signed employment contract / letter of appointment of an employee. (Less than 27 hrs. 40hrs and 45 hrs.) 
4. Information about remuneration (pay slips/envelopes), overtime, leave pay (Last 2 month)
5. Unemployment Insurance, registration number, as well as proof of last payments.
6. Compensation of Occupational Injuries and Diseases Act (COIDA) registration number as well as proof of last payments.
7. A company letter head or 
8. A copy of the CIPRO Certificate
9. A list containing the names and ID numbers of all employees/

Please provide the Labour Inspector with copies of the above documentation and complete the form with regards the employer’s details.

NB. If you are making use of the services of an accountant / bookkeeper, it is your responsibility to obtain all relevant documentation prior to the inspection from them.

Yours faithfully
LABOUR INSPECTOR 		Signature…Terrence Sergel………………………….. 

Date…19 /11/2020…………………………….
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PROOF OF DELIVERY

I, the undersigned, certify that I have served the :( delete what is not applicable)
· Notice of inspection / Review
· Email send to employer

	
	
Delivering a true copy to the employer


	X
	Delivering to the employer representative, a true copy to
a person apparently over the age of 18 years and apparently residing or employed at the witness’s place of RESIDENCE/EMPLOYMENT/BUSINESS



At  __09_H_  00___(Time);   19__(day);_November_______(Month); 2020_(Year).
PLACE___email send to employer________________________________________

Name of the Inspector: _Terrence Sergel____________________________

Signature__________________________________________________

(Full name of Recipient) __Send by email_________________________

Capacity_________________________

Signature_________________________






	

	a) Registered name of the Business:
	

	b) Trade Name of Enterprise:
	

	c) Name of CEO / Owner:
	

	d) Industry / Sector:
	

	e) Company Registration (CK) No:
	

	f) SARS Registration number:
	

	g) UIF Registration number:
	

	h) COIDA Register number:
	

	i) EE Ref number:
	

	j) Nature of business activity:
	

	k) Contact person/s:
	

	l) Address of workplace:
	

	m) Postal Address:
	

	n) Telephone number:
	

	o) Fax number:
	

	p) Email Address:
	

	q) Name of Employee / Union Representative:
	

	r) Total Number of Employees:
	

	· Male:
	

	· Female:
	

	· Specify number of disabled employees
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