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Annexure “BCEA3”
	






Employer details: Melrose Arch Shopping Mall
60 Melrose Bvld, Melrose North, JHB, 2076
Contact person: HR
Tel no: 011 684 0000

	Enquiries: Mapula Ntake
Email: Mapula.Ntake@labour.gov.za 
Cell no: 067 415 3417
Ref no.: Administrative Inspection
Date: 08/09/2021


NOTICE OF PRO-ACTIVE INSPECTION (ADMINISTRATIVE) – INSPECTION & ENFORCEMENT SERVICES INSPECTOR
BASIC CONDITIONS OF EMPLOYMENT ACT

[bookmark: _GoBack]This is to notify you that an official of this Department is intending to conduct an administrative inspection on 04/10/2021 DATE OF INSPECTION @ 15:00. You are required to produce by 04/10/2021 to 08/10/2021 (3 days prior to date of inspection). The submission of documents may be done by virtue of hand delivered/electronically. 

1. Employer to keep a copy of the Act or determination where applicable. 
2. Attendance Register. (last 2months) (2 junior employees)
3. Signed employment contracts / letter of appointments of an employee. (40hrs and or 45hrs) (2 junior employees)
4. Information about remuneration (pay slips/envelopes), overtime, leave pay (Last 2months) (same junior employees)
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 copy of the CIPRO Certificate
8. A company letter head
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. Please note that all information received will be utilized for the intended purpose and protected in terms of the POPI Act.

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
Signature: …[image: ]
SPECIALIST INSPECTOR: ES
INSPECTION AND ENFORCEMENT SERVICES: JOHANNESBURG LABOUR CENTRE

56 MAIN STREET ▪ 1nd Floor, JOHANNESBURG ▪P O Box 4560 ▪JOHANNESBURG. ▪ 2000
Tel: (011) 853-0300                       ▪ Fax: 0866209108
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