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Term Description 

All terminology not listed hereunder shall bear the same meaning as in the applicable legislation. 

Apps 

Automatic Calling Machine 

Consent 

Data Discloser 

Data Protection Officer 

Data Receiver 

Data Subject Any natural or juristic Person to whom Personal 

Information relates. 

Direct Marketing Approach a person, either in person, by mail or by 

electronic communication, for the direct or indirect 

purpose of promoting or offering any goods or services to 

the Person. 

Information Officer (IO) 

(which in this Policy, includes the 

Deputy Information Officer Ɖ DIO) 

The Information Officer is the head of a Private Body as per 

section 1 of PAIA. PAIA does not provide for private bodies 

to designate a Deputy Information Officer but SAHRC 

recommends that they do so for efficiency and 

convenience.  

Information Regulator 

Ǝż>XzÄӃJº­³ŽƏ 

Independent board established through POPIA to 

empower, enforce and monitor compliance. 
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Term Description 

Offline Activities When Personal Information is provided telephonically or 

in person. 

Online Activities  «É  «ºX³JNº ­« MÉ ÇJÉ ­Z º|X ;³ ÆJºX #­TÉŻ´ websites, 

social media pages. 

Off-line Collection When the Data Subject provides Personal Information 

himself, such as by telephone, in person or through his 

agent. 

Online Collection Includes data collected via electronic means, such as 

websites, social media pages and software applications 

(apps) made available for use on, or through, computers 

and mobile devices. 

Organisation This Private Body, as described in Schedule 1. 

PAIA Promotion of Access to Information Act, No. 2 of 2000. 

Person A natural or juristic person. 

Personal Information Information relating to an identifiable, living, natural 

person, and where applicable, an identifiable, existing 

juristic Person.  

Personnel For the purpose of this P & P, includes without limitation, 

directors, executives, non-executives, all permanent, 

temporary and part-time staff, contract workers. 

Policy, P & P This POPIA Policy, setting out th ´ 8³zJ« ´Jº ­«Ż´ various 

obligations, policies and procedures for the lawful 

protection and Processing of the data that it holds.  

POPIA Protection of Personal Information Act, No. 4 of 2013. 

POPIA Policy This żPolicyŽ.  

Prescribed Forms The forms prescribed by POPIA. 
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Term Description 

Privacy Policy The privacy policy adopted from time to time by this 

Organisation which, if applicable, is published on the 

website www.sondela.com as of policy date. 

Private Body This Organisation, as described in Schedule 1. 

Process, Processed, Processing Any operation or activity or any set of operations, whether 

or not by automatic means, concerning Personal 

Information, including without limitation collecting, 

storing, sharing, updating, destroying. 

Public Record A Record that is accessible in the public domain and which 

is in the possession of, or under the control of a public 

body, whether or not it was created by that public body. 

Record Any Recorded information regardless of the format, which 

is in the custody of this Organisation. A requested Record 

refers to a Record that is in th ´ 8³zJ« ´Jº ­«Ż´ possession 

regardless of whether it created the Record. 

Responsible Party A public or private body or any other person which, alone 

or in conjunction with others, determines the purpose of 

and means of Processing Personal Information. 

Requester The natural or juristic person requesting access to 

information. A Requester also refers to the Person making 

a request on behalf of somebody else. 

SAHRC South African Human Rights Commission. 

Services Any of the services this Organisation provides its clients in 

the course of its legitimate business dealings with them. 

Special Personal Information  Personal Information as listed in Schedule 5 of the 

8³zJ« ´Jº ­«Ż´PAIA Manual. 

Subscriber 

http://www.sondela.com/
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This POPIA Policy/P & P has been compiled in accordance with the provisions of 

POPIA in order to: 
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as may be applicable to this Organisation. 
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 a personŻ´  «T Æ TÄJӃ N­«´º ºÄº ­«JӃ ³ z|º º­ °³ ÆJNy, which 
requires that Personal Information be protected; and  

 the need to have access to, and to Process, Personal 
Information for legitimate purposes, including the purpose 
of doing business; 
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Department of Justice Information Regulator 

Postal Address P O Box 31533, Braamfontein, 

Johannesburg, 2017 

Physical Address JD House, 27 Stiemens Street, 

Braamfontein, Johannesburg, 2001 

Telephone Number +27 (0) 10 023 5200  

Fax Number - 

Email Addresses 

 

General Enquiries: 

enquiries@inforegulator.org.za  

Complaints: 

POPIAComplaints@inforegulator.org.za  

Website www.inforegulator.org.za  

 

 

 

 

 

 

 

 

 

 

mailto:enquiries@inforegulator.org.za
mailto:POPIAComplaints@inforegulator.org.za
http://www.inforegulator.org.za/
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This 8³zJ« ´Jº ­«Ż´Data Protection Officer shall be responsible for:  
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 are kept in a secure place, such as a locked drawer or filing 
cabinet; 

 not left unattended where unauthorised individuals may 
see or copy them, such as close to the printer. 
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Personal Information may only be Processed if, given the purpose for 

which it is collected, it is: 

 

 

 

 

 

 the Data Subject (or a competent person, where the Data 
Subject is a child) consents to the Processing; 

 Processing is necessary to carry out actions for the 
conclusion or performance of a contract to which the Data 
Subject is party; 
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 Processing complies with an obligation imposed by law on 
the Responsible Party; 

 Processing protects a legitimate interest of the Data 
Subject; 

 Processing is necessary for the proper performance of a 
public law duty by a public body; or 

 Processing is necessary for pursuing the legitimate 
interests of the Responsible Party or of a third party to 
whom the information is supplied. 

 

 

 provided that the lawfulness of the Processing of the 
Personal Information before such withdrawal, or the 
Processing of the Personal Information in terms of POPIA 
will not be affected; 

 

 in the prescribed manner (see Schedule 4); 

 on reasonable grounds relating to his particular situation, 
unless legislation provides for such Processing; or 

 for purposes of direct marketing, other than direct 
marketing by means of unsolicited electronic 
communications as allowed by POPIA. 
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 the information is contained in, or derived from, a public 
Record or has deliberately been made public by the Data 
Subject; 

 the Data Subject, or a competent Person where the Data 
Subject is a child, has consented to the collection of the 
information from another source; 

 collection of the information from another source would 
not prejudice a legitimate interest of the Data Subject. 

 

 to avoid prejudice to the maintenance of the law by any 
public body, including the prevention, detection, 
investigation, prosecution and punishment of offences; 

 to comply with an obligation imposed by law or to enforce 
any SARS regulation; 

 for the conduct of proceedings in any court or tribunal that 
have commenced or are reasonably contemplated; 

 in the interest of national security; or 

 to maintain the legitimate interests of the Organisation or 
of a third party to whom the information is supplied; 
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 retention of the Record is required or authorized by law; 

 the Responsible Party reasonably requires the Record for 
lawful purposes related to its functions or activities; 

 retention of the Record is required by a contract between 
the parties thereto; or 

 the Data Subject or a competent person, where the Data 
Subject is a child, has consented to the retention of the 
Record. 

 

 

 retain the Record for such period as may be required, or 
prescribed by law or a code of conduct; or 

 if there is no law or code of conduct prescribing a retention 
period, retain the Record for a period which will allow the 
Data Subject a reasonable opportunity, taking all 
considerations relating to the use of the Personal 
Information into account, to request access to the Record. 

 

 

 

 attending to the safe destruction of its documents, which 
must be done on a regular basis; 

 checking the files in order to ensure that they may be 
destroyed and to check that there are no important 
original documents in the file; 

 returning original documents to the holder thereof, failing 
which they should be retained pending such return. 
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 its accuracy is contested by the Data Subject, for a period 
enabling the Organisation to verify the accuracy of the 
information; 

 the Organisation no longer needs the Personal 
Information for achieving the purpose for which the 
information was collected, or subsequently Processed, but 
it has to be maintained for purposes of proof; 

 the Processing is unlawful and the Data Subject opposes 
its destruction or deletion and requests the restriction of 
its use instead; or 

 the Data Subject requests to transmit the personal data 
into another automated Processing system. 

 

 for purposes of proof; 

 w º| º|X &JºJ ?ÄM¤XNºŻ´ N­«´X«ºŶ 

 with the consent of a competent person in respect of a 
child; 

 for the protection of the rights of another natural or 
juristic Person; or 

 if such Processing is in the public interest. 
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 in the interests of national security; 
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 recipient/category of recipients of the information; 

 nature/category of the information; 

 existence of the right of access to, and the right to rectify, 
the information collected; 

 existence of the right to object to the Processing of 
Personal Information; and 

 right to lodge a complaint with the Regulator and the 
necessary information and procedure for such complaint. 
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 to avoid prejudice to the maintenance of the law by any 
public body, including the prevention, detection, 
investigation, prosecution and punishment of offences; 

 to comply with an obligation imposed by law or to enforce 
legislation concerning the collection of revenue by SARS; 

 for the conduct of proceedings in any court or tribunal that 
have been commenced or are reasonably contemplated; 
or 

 in the interests of national security. 

 

 

 

 not be used in a form in which the Data Subject may be 
identified; or 

 be used for historical, statistical or research purposes. 
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 Loss of, damage to, or unauthorised destruction of 
Personal Information; and 

 Unlawful access to, or processing of, Personal Information. 

 

 identify all reasonably foreseeable internal and external 
risks to Personal Information in its possession or under its 
control; 

 establish and maintain appropriate safeguards against the 
risks identified; 

 regularly verify that the safeguards are effectively 
implemented; and 

 ensure that the safeguards are continually updated in 
response to new risks, or deficiencies in previously 
implemented safeguards. 

 

 

 

 process such information only with the knowledge or 
authorisation of the Organisation; and 

 treat Personal Information which comes to their 
knowledge as confidential, and not disclose it; 

unless required by law, or in the course of the proper 

performance of their duties. 
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 the Regulator; and 

 the Data Subject, unless the identity of such Data Subject 
cannot be established. 

 

 

 

 mailed to the Data SÄM¤XNºŻ´ ӃJ´t known physical or postal 
address; 

 sent by e-mail to the Data SÄM¤XNºŻ´ ӃJ´º ¦«­Ç« X-mail 
address; 

 placed in a prominent position on the 8³zJ« ´Jº ­«Ż´
website, if applicable; 

 published in the news media; or 

 as may be directed by the Regulator. 
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 firewalls; 

 secure configuration of all devices and software which 
make up the IT infrastructure; 

 logical and physical access controls; 

 virus and malware protection; 

 patch management to keep software up to date; 

 disaster recovery and back-up policy. 
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 maintain the prescribed security measures;   

 maintain full confidentiality in respect of the affairs and/or 
Personal Information of Data Subjects that they may 
encounter in the course of the day to day business of the 
Organisation, which confidentiality shall exceed their 
employment period; 

 notify their DIO/manager/supervisor immediately if there 
are reasonable grounds to believe that the Personal 
Information of a Data Subject has been accessed or 
acquired by any unauthorised person; 

 

 

 

 

 

 

 

 

 correct or delete Personal Information about the Data 
Subject in its possession or under its control that is 
inaccurate, irrelevant, excessive, out of date, incomplete, 
misleading or obtained unlawfully; or 

 destroy or delete a Record of Personal Information about 
the Data Subject that the Organisation is no longer 
authorised to retain. 
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 correct the information; 

 destroy or delete the information; 

 provide the Data Subject, to his satisfaction, with credible 
evidence in support of the information being held; or 

 

 

 

 

 

 request the Organisation to confirm, free of charge, 
whether or not the Organisation holds Personal 
Information about the Data Subject; and 

 request from the Organisation, the Record or a description 
of the Personal Information about the Data Subject held 
by the Organisation, including information about the 
identity of any third parties, or categories of third parties, 
who have, or have had, access to the information: 

¶ within a reasonable time; 

¶ at a prescribed fee, if any; 

¶ in a reasonable manner and format; and 

¶ in a form that is generally understandable. 
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 must give the Requester a written estimate of the fee 
before providing the services; and 

 may require the Requester to pay a deposit for all or part 
of the fee. 
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