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1 INTRODUCTION

1-1 This lntormation Manual is published in terms o, section 51 of the Promotion of Access to

lnformation Act, No. 2 oI2000 ("PA|A"), as amended bythe Proteation of Personallnformation

Act, No.4 of2013, ('POPI Act") as well as section 18 ofthe POPt Act.

1.2 PAIA gives effed to the provisions of Section 32 of the Constitution, which provides for the

right o, access lo info.mation held by the Stare and to information held by another person that

is required for the erercise and/or protection of any right.

1.3 The POPI Act €ives effect to the provisions of, inter alia, Section 14 ofthe Constitution, which

provides for the ritht to privacy ot allpersons.

'1.4 The information provided in this manuallncludes:

1 .4.1 contact details of the Head, as delined in pAlA, of the Private aody;

1.4.2 a description of the guide referred to in seation 10 of PA|A" (which is a guide which

was produced bythe Human Rights Commission and after lluly 2021shall be made

available and amended, from time to time, by the lnformation Regulator defined in

POPI) dealinS wirh accessto information;

'l .4.3 a description of the .ecords of the Private Body which are available in terms of any

legislation other than the PAIA;

1.4.4 a description of the subjeds on which the Private Bodv holds records and the

categories of records held on each subject;

1.4.5 a description of the subjects on which the Private Eody holds personal inlormation

and the categories ofpersonal inlormation held on eaah subject;

1.4.4 the purpose of processin8 personal information;

1.4.7 the recipients to whom the personal information may be supplied;

1.4.8 planned transborder flows of inrormation (ilapplicable);

1.4.9 a generaldescriptioh ofthe security measures in place to ensure the confidentiality,

integrity, and availability of the information to be processed;
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1.4.'10 sufJicient information so as to facilitate a request for access to a record of the

Private Body;

1.5 The reference to any information in addition to that specifically required in terms ofsection 51

of PAjA and sedion 18 ofthe POP|Act does not create any ri8ht or entitlement (contractual or

otherwise)to receive such information, otherthan in terms ofPA|A and the poptAct.

1.6 The main aim ofthis manualisto:

1.6.1 disclose the types of records held by the Private Body and to facilitate the requests

for access to records ofthe Private Body, as permitted by pAtA (dealt with in part A

hereoo;

1-6.2 make data subjeds aware ofthe type and source of information being collected, the

purpose of collecting and processing such infohation and related matters(dealt

with in Part B hereof).

This manual may be updated from time to time and shall be made available on the private

Body's website and/or at its principal place of business, to any person on request, subject to

the payment of a reasonable fee and to the lnformation Regulator.

2 DEFINITIONS AND INTERPRETATION

2.1 ln this document, clause headings are for convenience and shall not be used in its
inteapretation unlessthe context clearly indicates a contrary intention:

2.2 An expression which denotes -

2-2-1 any gender includes the other genders;

2.2.2 a natural person includes an artificialorjuristic person and vice versa;

2.2.3 the singular includesthe pluraland vice versa;

2.3 The following expressions shall bear the meanings assigned to them below and similar

expressions bea r corresponding meanings:

INFORMATION MANUAL IN TERMS OF SECTION 51Of IHE PFOMOTION OF ACCESS IO INFORMATIONACI, NO2 Of 2OOO
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2-3-1 "data subiect'' means the person to whom personal information relates;

2.3-2 "Personal lnformetion" means information relatingto an identitiable livinS, natural person,

and where it is applicable, an identifiable existingjuristic peGon;

2.3.3 "this document" oa "thl9 manual" means this information manuel, together with all of its
arnexures, as amended from iime to time;

2.3.4 "tha Pdvate Body" mearsthe privale body to whiah this manual applies with their details

es they appear on the front pate ofthis manual;

2.3.5 ".aqueste/' means a person or entity requestinS access to a record that is under the
controlot the Private Body.

2.4 Any reference to any statute, regulation or other legislation shall be a reference to that

statute, regulation or other legislation as at the signature date, and as amended ot substituted

from tlme to time;

2-5 lf any provision in a definition is a substantive provision conferrinE a right or imposin8 an

obligation on any partythen, notwithda nding that it is only in a definition, etfed shallbe Eiven

to that provision as if it were a substantive provision in the body oI this manual;

2.6 Where any term is defined within a particular clause other than thit that term shall bear the

meaninS ascribed to It in that clause wherever it is used in this manual;

2.7 Where any number of days is to be calculated from a particular day, such number shall be

calculated as excludinS such partiaular day and commencing on the next day. lf the last day of

such number 5o calaulated falls on a day which is not a business day, lhe last day shall be

deemed to be the nert succeeding business day;

2.8 Any reterence to days (other than a reference to business days), months or years shall be a

teference to calendar days, months o. years, as the case may be or as is otherwise defined in

6ny legisletion;

2.9 The use ofthe word "including" followed by a specific example/s shall not be construed as

llmiting the meanin8 o, the generalwo.ding preceding it and the eiusdem generis rule shall not

be epplied in the interpretatlon ofsuch generalwording or such speciJlc example/si

2.r0 lnsofar as there is a conflid in the interpretation of or application of this manual and PAIA or

the POPI Act, pAlAorthe POPI Ad shallprevail;

INFOiMATION MANUAIIN TENMS OFSECTION 51OF THE PROMOTION OFACCEsSTO INFORMATION ACT, NO 2 OF 2()OO
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2.1, This manual does not purport to be exhaustive of or comprehensively deal with every

procedure provided for in PAIA or allri8hts lisred underthe POP|Act The readerrelyingon any

provasions ofthis Manual is advised to familiarise his^e,/itself with the provisions of PAIA and

rhe PoPtAct.

3 CONTACT DETAIIS OF THE PRIVATE BOOY - Section 51(1XaXi) of
PAIA and section 18 (1Xb) of the POPI Act

3.1 Head ofthe Private Sody: Willem Jacobus Conradie.

3.2 Postal Address of Head of the Private Body: 10 Heemraden, Schonenberg, Somerset West,

7130.

3.3 Street Address of Head of the Private Eody: 10 Heemraden, Schonenberg, Somerset West,

7130.

3.4 Telephone Number of Head ofthe Private Bodyi 0847786607.

3.5 Email of Head ofthe Private Body: willem@confour.co.za.

INFORMATION MANUAL IN TERMs OF SECIION 51Of THE PROMOTION OF ACCESS'TO INFORMATIONACI, NO2 OF 2OOO
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PART A: PROMOTION OF ACCESS To

INFORMATION

4 GUIDE ON HOW TO EXERCISE RIGHTS IN TERMS OF PAIA- Section

s1(LXbXi) of PAIA

4.1 The Human Rights Commission ('1he HRC") has complled a guid€, as contemplated in section

10 of PAIA, containing information to assist any person who wishes to exercise any right as

contemplated in PAla.

4.2 The contact details ofthe HRCare as follows:

4.2.1 Postal address: Private BaB 2700, Houghton, 2041

4.2.2 Telephone: +27 11484 8300

4.2.3 Telefax: +27 11484 0582

4.2.1 Website:www.sahrc.org.za

4.2.5 €mail:paia@sahrc.org.za

4.3 The guide is also available electronically at

https://www.sahrc.org.zalhome/2lfiles^ection%2ol0f6z0guide%2L20L4.pdl

4.4 With effect from 1 July 2021, the lntormation ReSulator, ("1R") must update and make

available the exlsting guide that had previously beeh compiled by the HRC containing

information in an easily comprehensible form and manner a5 may reasonable be requi.ed by a

person who wishesto erercise aoy right contemplated in PAIA and POPI.

4.5 The contact details ofthe lR are aslollows:

4-5.1 Physica I address: Braam pa rk, Forum 3, 33 Hoof Street, Braampark, loha nn esbutB, 2077

4-5.2 PostalAddressr P.O Box, 31533

INFORMATION MANUAT IN TERMS OF SECTION 51O' IHE PROMOIION OFACCTSS TO INFORMAIION ACT, NO 2 Of 2OOO
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4.5.3 Telephone: +27 10 023 5200

4.5.4 Telelar +27 86 500 3351

4.55 Website:www.justice.Bov.za/inforeg/contact.html

45.6 Email:inforeg@justice-gov.za.

5 RECORDS AVAITABLE IN TERMS OF LEGISTATION OTHER THAN PAIA

AND POPI- Section 5L(1)(bXiii) of PAIA

INFORMATION MANUAIIN TESMSOFSECTION 51OF THE PROMOTION OFACCESSTO INFORMAIION ACT, NO 2 OF 2OOO

AiIO SECIION 18 OF IHE PROTECIIONOF PERSONAL INFONMAIION ACT. NO 4 OF 2OI3

5.1 Some of the records held by the Private Body are available in terms of legislation other than

PAIA or POPI, which legislation is listed below. Re€ords that must be made available in terms of

these Acts shall be made avail6ble in terms ofthe requirements oI PAIA and this manual. That

legislation includesi

5,1.1 THE COMPANIES ACT, NO. 71 OF 2OO8

5.1.2 TNCOME TAX ACr, NO. s8 0F 1962

5.1 3 VATUE ADDED IAX ACT, NO, 89 OF 1991

5.1,4 TAEOUR RELATIONS ACT, NO, 66 OF 1995

5,1.5 BASIC CONDITIONS OF EMPLOYMENT ACT, NO. 75 OF 1997

5,1,6 EMPTOYMENT EQUITY ACI NO, 55 OF 1998

5.1.7 SKILLS DEVELOPMENT LEVIES ACT, NO- 9OF1999

5,1,8 UNEMPI.OYMENT INSURANCE ACT, NO.63 OF 2OO1

5 1,9 ELECTRONIC COMIVUNICATIONS AND TRANSACTIONSACT, NO, 25 OF 2OO2

5,1.1 O TELECOMIVUNICATIONS ACT, NO, 103 Of 1996

5.1.11 ELECTRONTC COMMUNICAT|ONS ACI NO. 35OF2005

5,1 12 CONSUIVER PROTECTION ACT, NO. 68OF 2OO8



5,1,13 PREVENTION OF ORGANISED CRIME ACT 121OF 1998

5,,I.14 FINANCIAL INTELI"IGENCE CENTRE ACI38 OF 2OO1

5,1,15 BROAD.BASED BI.ACK ECONOMIC EMPOWERMENT ACT, NO. 53 OF 2OO3

5,1,16 NATIONAT CREDITACT, NO. 34 OF 2OO5

5,1,'7 TAX ADMINISTRATION ACT28 OF 2011

5.1-18 any oiher industry e pplicable legislation.

8 DESCRIPTION OF SUBJECIS AND CATEGORIES OF RECORDS -
Section 51(lxbxiv) of PAIA

6.1 The Privale Body holds various records. The subjects on which the Private Eody holds records

and the cate€ories of records held by the Private Body are reproduced in thetables below.

6.2 The listint of a cateSory or subject matter in this manual does not glarantee access to such

racords, All req uests for access willbe evaluated on a case by aase basis in accordanae with the

provisions of PAIA and other applicable le8islation. A request for records shall be made in rhe

p.escribed form set out later in this manual under the heading "FORM OF REQUEST FOR

RECORD5".

INFORMATION MANUAL IN IEiMS OF SECTION 51 OF THE PROMOTION OF ACCESS TO INFORMATION ACT, NO 2 Of 2OOO
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RCCORO SUUECTS:

INTERNAL AOMINISTRATIOf{, COMPUAI{CE AND MANAGEMENT

CateEories of records held:

Records of the owners ofthe Private Body

Records and minutes ofthe meetings ofthe owners and/or managers ofthe Private Body

Resolutions ofthe owners and/or manage6 ofthe Private Body

Agreements dealing wjth the internal arrangements between the owners and/or managers of

the Private gody

Records relaling tothe creation and/or re8istration ofthe Private Body

lnternal auditing and risk

Legislative complian€e

Reguiatory reports

INFORMATION MANUALINTERMS OF SICNON 51OF I']E PROMOTION OF ACCESS TO INfORMATION ACI, NO 2 OF 2OOO

AND SECTION 18 OF IHEPRoTECIION Of PERSONAL INFORMATION ACT, NO.4 Of 2013



RECORD SU8'ECTSI

HUMAN RESOURCES

categodes of recordr held:

Any personalrecords provided to the Private Body bytheir employees

List of employees

Conditions of employment and other employee-related contractualand quasi-legal records

Employee tax and insurance fund information including unemployment insurance fund

contributions, group life, disability and income protection

Pension and provident fund records

Health and Safety re.ords

lnternal evaluation records

Codes ofconduct as weilasthe relevant d isciplinary codes and procedures

All internelpolicies applicable and accessible to the employees

Any records a third party has provided to the Private Body about any oftheir employees

Other internal recordsandcorrespondence relatingto employees

11
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nECORD SUUECTSI

FI[A'{CE

CateEories of records held:

Financial statements and other aacounting records

AccountinB repons

Taxation records

Debtors and creditors records

lnsurance records

Eanking statements

INFORMATION MANUAL IN TERMS OF SECTION 51OF THE PROMOTION OF ACCEss TO INFONMATIONACT, NO 2 OT 2OOO
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RECORD SUBJECTS:

CLIENT RECORDS

Caterories o, records held:

Any records a client has provided to the Private Eody or a third party acting for or on behalfof

the Private Body

Contractual inf ormation

Client needs assessments

Personal records of .lients

Credit information and other research conducted in respect ofclients

Any records a third party has provided to the Private Body about clients

Confidential, privileged, contractual and quasilegal records of clients

Client evaluation records

Client profiling

Performance research conducted on behall ofclients or about clients

Clienl account numbers

Any records a third party has provided to the Private Body either directly or indirectly

Records generated byorwithin the Private Body pertainingto clients, including transactiona I

recordS

IN'ORMATION MANUAT IN TERMS OT SECTION 51 OF THE PROMOIIONOF ACCESS TO INFORMATION ACT, NO 2 Of 2OOO
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RCCORD SUB'ECTS:

SERVICE PROVIDERS, STJPPLIERS AND THIRD PARTIES

CateFories of records held:

Any records a client has provided to the Private Body or a third party acting for or on behallof

the Private Eody

Lists ofservice providers and supplaers

Service providers' and suppliers' terms and conditions

Records kept in respect ofotherthird parties, includihg without limitation joint venture

partners, which includes records, falling within the subjects contemplated in this part of the

manual, which can be said to belongto the Private Body but which are held by such third party

INFORMATION MANUAL IN TERMS OF SECIION 5l OF THE PROMOTION OF ACCESS TO INFOBMATIONACT, NO2 OF 2OOO
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RECORD SU&€CIS:

ASSETS

CatePories of reaords held:

Register of assets (movable or immovable)

lnsurance records relating to the assets

Register of intellectual property owned bythe Private Body

INFORMATION MANUAL IN TERMS OF SECIION 51 OFTHf PROMOIION Oi ACCESS TO INfORMATION ACI, NO 2 OF 2OOO
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RECORO SUBJECTS:

OTHER RECORDS

catesories of records held:

lnformation relatinSto the Private Body s own commercial activities

Research inlormation tlelongingtothe Private Body, whether carried out itself o.

commissioned from a third party

Environment and market informataon

Proje.t manaeement

lnformation technology includinB information systems, network security, software licenses,

technology asset

support services

lnternal communication

INfORMATION MANIJAL IN TERMS OF SECTION 51OF IHE PROMOIION OF ACCtSS TO INFORMATIONACI, NO2OF 2OOO
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7 FORM OF REQUEST FOR RECORDS

7.1 A request for records shall be accompanied by adequate proof of identity of the applicant,

(such as a cenifred copy of his/her identity document), and made using the prescribed torm, a

aopy of which is attached hereto and marked annexure 'rA" ("the prescribed form,,). The

prescribed form is also available from the website of the Human Rights Commission at

https://www.sahrc.orB-za, or the website ol the Department of Justice and Constitutional

Development at https://www.doj.gov.za and as may be advised by the lnformation Regulator

on or after l luly 2021.

The prescribed form shall be submitted to the Private Body Head named in claus€ 3 hereof.

The above p.ocedu.e shall apply in the event that the requelter is requBting information for

personal use and/or on behalf of another person, even if such other person is a permanent

employee of the Private Body.

The Head ofthe Private Body shall as soon as reasonably possible, and within 30 (thirty) days

after the request has been .eceived, decide whether or not to grant such request.

The requester wili be notified of the deaision of the Head of the private gody or the General

ManaSer in the manner indicated bythe requester.

After access ls granted, actual access to the record requested will be given as soon as

reasonably possible.

lfthe request Ior acc8s is rerused, the Head ofthe Private Eody orthe GeneralManager shall

advise the requester in writing ofthe refusal. The notice ot refutalshall state:

7.4

7.5

7.6

7.7.1 adequate reasonsforthe refusal; and

7.7.2 that the requester may lodge an appeal with a court of competent jurisdiction

against the refusalofthe request {including the period) for lodging such an appeal.

7.8 lf the Head ofthe Private Body orthe General Manager fails to.espond within 30 (thirty) days

after a request has been received, it is deemed, in terms of section 58 read together with

section 56(1) ot PAIA, that the Head ofthe Private Body or the General Manager has refused

the request.

7.7

INFORMATION MANUALIN ITRMS OF SECTION 51 OF THE PROMOTION OF ACCESsTO INFOBMATION Aqf, NO 2 OF 2OOO
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8 FEES PRESCRIBEO IN TERMS OF THE REGULATIoNS - section
s1(1}(f) of PAIA

8.1 The following appliesto requests {otherthan personalrequests)i

8.'1.1 A requestor is required to pay the presc bed fees (R50.00) before a request will be

processed;

Ai.2 lf the preparation ofthe record requested requires more than the prescribed 6 (six)

hours, a deposit shall be paid (of not more than one third of the acaess fee which

would be payable ifthe request were granted);

8.1.3 A requestor may lodge an application with a couft aSainst the tender/payment of

the request fee and/or deposit;

8.2 Records may be withheld untllthe fees have been pald.

8.3 The fee struclure shall be available byway of regulations published from timetotime.

8.4 ln addition to the requestfee, thefollowing reproduction Jees are prescribed bythe Minister in

respect of private bodies $rch as the Private Body:

DESCRIPTlON: FEE:

For every photocopy ofan A4-size page or

part thereofl

R1.10

Forevery printed cow of an A4-size pa8e

or partthereof held on a computer or in

electronic or machine-rcadable form:

R0.75

INFORMATION MANUAL I',{ IERMS OF SECTION 51OF THE PROMOIION O' ACCESS TO INIORMATION ACT, NO 2 OF 2OOO
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DESCRIPTION: FEE:

For a copy in a computer-readable form

on compact disc:

R70

(i) For a transcription ofvisual
images, for an A4-siz€ page or part

thereofl
(ii) For a copy otvisualimages:

(il R20

liD R5o

(iii) For transcription of an audio
record, for an A4 si2e page or paft
thereof;
(iv) Fora copy otan audio record:

0ii) R20

(ivl R30

To search for the record for disclosure: R3o for each hour or pan ofan hour
reasonably required for such search.

8.5 The request fee payable by a requestet other than a personal requester, referred to in

re8ulation 11(2) is R50,00.

8.6 For purposes o, section 54{2) ofthe Act, the Iollowing applies:

8.6.1 Six hours asthe hoursto be exceeded before a deposh is payable; and

8.6.2 one th ird of the access fee is payable as a deposit by the requester.

8.7 The adual postage is payable when a copy ofa record must be posted to a requester.

INFORMATION MANUAL IN TERMS OF SECTION 51OF THE PNOMOTION OF ACCEss TO INFORMATIONACT, NO 2 OF 2OOO
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PART B: PROTECTION OF PERSONAL

INFORMATION

e PROTECIIoN OF PERSONAL INFORMATION - Section 51(1xc)(i)-(iii)
of PAIA read with section 18 of the PoPl Act

9.1 The Private Eody processes certain per3onal information, as defined in the POPI Act, ("Personal

lnformation") relating to several data subjects, from time to time. A data subject is the person,

(natural or iuristic), to whom Personal Information relates and from whom the Private Body

collects and processes information,

9.2 A description of the data subjects, (individuals and juristic persons), the information relating

thereto, the purpose of proaessing that information and the recipients of that Personal

lnformation is reproduced in the tables below-

DATA SUBIECTS:

EMPLOYEES

Personallnformation

Erocessed:

Sourae of the Personal

lnformation

ls the supplv of Personal

lnformation mandatorv or

voluntarv?:

INfORMATION MANUAL IN TERMS OT SECTION 51O' THE PSOMOTION OF ACCESS TO INFORMATION ACT, NO 2 OF 2OOO
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lntormation relating to the

race, gender, sex, pregnancy,

madtal statut national,

ethnic or socialorigjn, colour,

sexu a I o rientation, ag€,

physical or mental health,

well-being, disability, retigion,

consaience, belief, culture,

language and birth ofthe

From the Data subject

lnformation relatint to the

education or the medical,

financial, criminalor

employment history of the
person

From the Data Sub.iect

Any identifying number,

symbol, e-mailaddrest

physjca I add ress, telephone

number, location

information, online identifier

or other particular

assiSnme to the person

F.om the D.ta Subiect

The views or opinions of
a nother individual about the

person

From the Data subject

INFORMATION MANUA! IN TERMS Of SECIION 51 Of
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DATA SUAIECTSI

EMPLOYEES

Will any oflhe Personal lnrormatlon be transferred to another country or international

organisation?

No

Puroose of oroaessinq Pe6onal hformationi

Client and employee information are processed in the course of rendering a seNice to them.

Processing the information olclients is essentialto sewice delivery.

Recipient or aateiodes o, recipients towhom the Personallnformation is suoplied:

The recipients o{ personal information are internal staff with in thefirm. External cate8ories to

whothe information is supplied would bethe South Alrican Revenue services, The Department

of Labour, The Department ofTrade and lndustry.

The conseouences offailure to orovide information:

Unable to render a service to the client/ customer/ employee.

DATA SUBIECTS:

CLIENTS/CUSTOMERS

Personal lnformatioh

Dlocessed:

Souace of the Personal

lnformation

ls the supElv of Personal

Inlohation mandatorv ot

voluntarv?:

INFORMATION MANUAT INTERMS OF SECIION 51OF IHE PROMOTIOII OF ACCESS TO INFORMATION ACT, NO 2 Of 2OOO
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DATA SUUECTS:

CLIENTS/CUSIOMERS

lnformatlon relatinB to the

lace, Sender, sex, pretnancy,

marital statut national,

ethnic or socialorigin, colour,

sexual orientation, age,

physical or mental health,

well-bein& disability, .eli8ion,

conscience, belaef, cuhure,

languaEe and binh ofthe

person

From the Data Subject

lnformation relating to the

education or the medical,

financial, criminalor

employment history ot the

person

From the oata Subiect

Any identifying number,

symbol, e-mail address,

physical addrest telephone

number,location

information, online identifier

or other paniculrr

assiSnmentto the person

from the Data Subject

The personal opiniont views

or preferences ofthe person

From the Data subjed

INFORMAIION MANUALIN TERMS OFSECIION 5l OFTHE PROMOTION OFACCESSTO INFORMATIONACT, NO 2 OF 2OOO
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DATA SUBJECTS:

clrENrs/cusroMERs

The name ofthe person ifit

appears with other personal

information relating to the

person or ifthe disclosure of

the name itsell would reveal

information about the peason

From the Data Subrect Voiuntary

Will any oI the Perconal lnformation be transferred to another country oi lnternational

organisatlon?

No

Purlose of oroaessins Pe6onal lnformation:

Customer and client intormation i5 processed in the course ol and in orde. to identily and

record our clients to commlnicate with them in the aourse ofsupplvingthem with requested

services and advice from timetotime and in rcspect of other important information such as

promotions and other important infolmation.

SeaiEient or cateEories of redoients to whon the Persohal lnforfiation is suoplied:

lnternalstaf{

The conseouences of teiluae to provide infoimation:

we would be unable to provide a service and integrated holistic advice.
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DATA SUBJECTS:

SUPPLIERS

Personal lnformation

proaessed:

Source of the Personal

lnformation

la the suoplv oI Personal

lnfolmation mandatorv or

voluntarv?:

Any identafying number,

symbol, e-mail address,

physical address, telephone

number,location

information, online identifier

or other particular

assignmentto the person

From the Data Subject

Willany of the Personal lnlormation be tmnsferred to ahother country or intemational

organisation?

No

Puroose of orocessinr Personal lntormation:

Vetting of, communication with, and payment ofsuppliers would be impossible without

processing information.

Recipient or cateEories ofreaipients towhon the Personal Information is suoolied:

Management and applicable associates of the firm.

The conseouences otfailure to Drovide information:

It would be impossibleto rcquest and arranSe a service from the supplier, and also impossible

to pay the supplier.
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DATA SUBJ€CIS:

SERVICE PROVIDERS

Peasonal lnrohation

ptocessed:

Source of the Personal

lntormation

ls the supDlv of Perional

lnformation mandatorv or

voluntarv?:

Any identifying number,

symbol, e-mail address,

physical address, telephone

number,location

information, onlifl e identifier

or other particular

assignmentto the person

From the Data Subject

Will any of the PetSonal lnformation be tjan5ferred to anothercountry or intemational

organlsatioh?

No

Purcose of orocessing Pelsonal lnformation:

Vetting of, communication with, and payment of service providers would be ampossible

without processing information,

Recipieht or aateqories of recipients towhom the Personallnformation is suDpliedr

Management and applicable associates ofthe firm.

The conseouences offailure to provide information:
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DATA SUSJECTS:

SERVICE PROVIDERS

It would be impossible to request and arrange a service from the service provider, and also

impossible to paythe service provider.
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9.3 Where Personal lnformation is collected in terms of specific leglslatlon, the Private Body will

inform the data subiect in termsofwhich legislation that data is collected,

9.4 Data subiects havethe rightto objedtothe processing oltheir Personallnrormation.

9.5 lh the event a data subject requires confirmation regarding the existence of the Personal

lnformation p.ocessed by the Private Body or believesthat the Personal lnformation processed

by the Private BodV requlres rectification, the data subject is entitled io utilise the processes

and procedures set out in sedion A of this manual to request access to the records of the

Private Body set out in section l8(lxhxiii).

9.6 We will not, without data subjects express consent ur€ their Personal lnlormation for any

purpose, otherthan:

specificallv;

9,6.1 as set out in the abovementioned tables;

senelallv:

9.6.2 in relation tothe provision ofanygoods and sewices to a data subject;

9.6.3 to inform the data subject ot hew f€aturet special offers and promotional

competitions offe.ed by us or any oI our divisiont affiliates and/or partners (unless

they have ofied out from receiving marketing materialfrom us);

9.6.4 to improve our product and/or service seledion and their experience on our

website; or

9.6.5 to disclose theirPersonal Information to anythird party as set out below:



9.6.5.1

9 6.5.2

9.6.5.3

I6.5.4

96.55

965.6
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to our employees and/or third party service provideG who assist us to

interact wilh data subjects via our website, for the ordering of goods or

services orwhen dellveringSoods or services to data subjects, their personal

and contad information beinS essential in orderto assist usto communicate

with the data subieds properly and efficiently;

to our divisions, affiliates and/or partners (including their employees and/or

third party service providers) in order for them to interact directly with data

subjects via email or any other method for purposes of sendin8 data

subjects marketing material regarding any aurrent or new Soods or services,

new features, special olfers or promotional items offered by them (unless

the data subjeds have opted out from receivinS marketinE material from

us);

to law enforcement, Sove.nment officials, fraud detection agencies or other

third parties when we believe in good taith that the disclosure oI Personal

lnformation is necessatyto prevent physical harm or financial loss, to report

or support the investigation into suspected illeSaladivityi

to our service providers (under conthct with us) who help whh parts of our

business operations (fraud prevention, marketin& technology services etc).

However, these service providers may only use data subjects information in

connection with the services they perform lor us and not for their own

benefitj

to our suppliers in order for them to liaise directly with data subject

regarding any delective Boods orserviceswhich requires their involvement;

to any third-party seller Ior purposes of s€nding data subiects an invoice for

any goods purchased from such third-party seller, which disclosed

information will be Iimited to data subjects'emailaddresses;
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9.7 We are entitled to use or disclose data subjeds' Personal lnrormation if slch use or disclosure

as required in order to comply with any .ppllcable law, subpoena, order of court or legal

process served on ut or to protect and defend our rights or property. ln the event of a

fraudulent online payment, we are entitled to disclose relevant personal lntormation for

criminal investigation puaposes or in lane with any other letal obligation for disalosure of the

Personallnformation which may be required of it.

9.8 Data subjects' privacy is important to us and we will therefore not sell, rent or provide their

Personal lnfolmation to unauthorised third parties lor their indep€ndent use, without their

consent.

9.9 we will not process personal information concerning:

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

politicalpersuasion, health or sex lifeor biometric information ofa data subject; or

9.9.2 the criminal behaviour of a data subiect to the extent that such information relates

to i) the alleged commission by a data subject of any offence; or ii) any proceedings

in respect of any offence allegedly committed by a data subject or the disposal of

slrch proaeedinSs.

unless

9.9.2.1

9.9.2.2

the data subject hasgiven us specific consent to process such data; or

processing is necessary for the establishment, exercise or defence of a right

or obligation in law;

p.ocessin8 is necessary to comply with an obligation ol intetnational public

processin8 is for historical, statistical or research purposes to the extent

that: (i) the purpose serves a public interest or (ii) requesting consent would

constitute an unrearonable requkement in the ciraumstances.

9.9.2.s

9.9.2 4

9.'10 ln Iine with our obligations in terms of section 22 ofthe POP|Act, where there are reasonable

grounds to believe that Personal lnformation has been aacessed or acquired by any

unauthorised pe.son, we will noti{y the lnfonnation Regulator and the data subject, where

possible.
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9.1'1 when data subjects p,ovide a ratinSor review ofourservices and/or 8oods, they consent to us

using th3t ratlng or review as we deem fit, including without limitation, on our webslte, in

newsletters or other mar*eting material. The name that will appear next to that rating or

review is their filst name, as they would have provided. we will not display theit gumame, nor

any oftheir contact details, with a ratinE or review.

9.'12 We willl

9.12.1 treat data subjects' Personal lfiformation as strictly confidential, save where we are

entitled to shere it as set out in this sectiou

9.12.2 take appropriate technicaland otganisational measures to ensurethat data subjeds'

Personal lnformation is kept s€cure and is prolected against unauthorised or

unlawful processin& accidental loss, destruction or damage, alteration, disclosure or

access;

9.12.3 provide data subiects with acae$ to thek Personal lnformation to view and/or

update personal details;

9.'12.4 promptty notify data subjects if we become aware of any unauthorised use,

disclosu.e or prccessin8 oftheir Personal lnformaiion;

9-12.5 provide data subiects whh reasonable eviden€e ot our compliance with our

obliSations underthis section on reasonable notice and request; and

9.12.6 upon data subiects request, promptly return or destroy any and alloftheir Personal

lnformation in our possession or control, save for that which we are legally obliged

to retain,

9.'13 We will not retain data subjects' Personal lnformation longer than the period for which it was

originally needed, unless we are required by law to do so, or they consent to us retainin8 such

information for a longer period.

9.14 We undertake never to sell or make data subiects' Personal lnformation available to anY third

party otherthan as provided for in this sedion.
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9,15 Whilsf we will do allthings reasonably necessary to protect data subiects' rights o, privacy, we

cannotguarantee or accept any liability whatsoeverfor unauthorised or unlawfuldisclosures of

data subrects' Personal lnformatlon, whilst in our possession, made by third parties who are

notsubiedto our diaect control, unlesssuch disclosure as as a resuh of our gross negligence.

9.16 Should a data subjeat belleve that we have used their Personal lnformation contrary to this

Manual and the provisions ofthe POP|Act, the data subiect should first attempt to resolve any

concerns with us. lf the data subjed is not satisfied, they have the right to lodge a complaint

whh the lnformation Regulator {which address can be found herein below), established in

terms of the PoPlAct.

The lnformation ReBulator (South Africa)

SALU Building
316 Thabo Sehume Street

Ptetoria

0004

10.1 The Private Body may from time to time need to transfer authorised Personal lnformation to

another country Ior storage purposes or for the rendering of seryices by a foreign third-pirty

service provider or otherwise. We will ensure that any person that we pass data subjeds'

Personal lnformation to a8rees to treat their information with the same level of protection as

we are obliged to in terms olsection 72 ofth€ POP|Act.

1o TMNSBORDER FLOWS OF PERSONAT INFORMATION - (section

51(1)(iv) of PAIA and section 18(1Xg) of the POPI Act.
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11 SECURITY MEASURES TO PROTECT PERSONAI- INFORMATION

Section 51(1Xv)

12 UPDATES TO THE MANUAL - Section 51(2)

11.1 The security measures implemented by the Private Body to ensure the confidentiality, integrity

and availability o{ Personal lnformation, are listed and described below:

PHYSICAL S€CURITY MEASUR€S: CYBER SECURITY MEASURES:

Access controlto the premises and certain key

areas, which access is restricted to authorised

personnel

Firewalls

Devices and user stations aae password

protected

Virus protection

Devices (laptops or otherwise) and user

stations are safely secured by case lock or

otherwise when not in use

Systems and devices are automatically locked

after certain periods of inactivity

Security gate Data is backed up

Access control (employee key card)

On site security guards

Dis.arded documentation is shredded

The Private Body may updatethis manual every six months or from time to time a5 rt maydeem

necessary,
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SIGNED at 2,b AtLn<-
20 zi,*e.ot* {est

OFTHE PRIVAIE BODY
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