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Deflmt[ons s ' IR
-1, “Client” - refers to any ‘natural or juristic person that received or receives servlces from the -
- Company; g
2. “the Company"” - shall mean CHEMICAL SOLUTIONS AND INNOVAT!ONS (PTY) LTD; _
3. "Conditions for Lawful Processing” - the conditions for the lawful processing of Personal _
~Information as fully set out in chapter 3 of POPI and in paragraph 11 of this Manual :
“Data Subject” - as ascribed thereto in section 1 of POPI;
“Information Officer” - the duly authorised Head as defined in section 1 of PAIA
“Manual” - this manual prepared in accordance with seotion 51 of PAIA and regulatlon 4(1) (d) of
the POPI1 Regulations; : :
“PAIA” - the Promotion of Access to Information Act 2 of 2000;
“Personal Information” - as ascribed thereto in section 1 of POPI ‘
“Personnel” - any person who works for, or provides services to or on behalf of the Company, and
-receives or is entitled to receive remuneration and any other person who assists in carrying out or
conducting the business of the Company, which includes, without limitation, directors (executive . .
‘ and non-executive), all permanent, temporary and part-time staff as well as contract workers; :
- 10. “POPI” - the Protection of Personal Information Act 4 of 2013, - _
11, "POPI Regulations”- the regulations promulgated in terms of section 112(2) of POPI;

12, “Private Body” - as ascribed thereto in sections 1 of both PAIA and POPI;

13. “Processing” - as ascribed thersto in section 1 of POPI;

14, “Requestor” - as ascribed thereto in section 1 of PAIA; .

15. “Request for Access” - as ascribed thereto in section 1 of PAIA,;

18. “SAHRC” - the South African Human Rights Commission; '

17. Any other terms. not described herein will have the meanmg as ascribed to It in terms of PA!A or

- POPL _ o _ _ .
Introduction e ' :

1, For'the purpose of POPI and PAIA the Company is deflned as a prlvate body In accordance ‘
with the Company's obhgat:ons |n terms of POPI and F’AIA the Company has produced thls_ o
manual.
This manual sets out all mformat!on requ:red by both PAIA and POPI.

This manual also deals with how requests are to be made in terms of PAIA.
This manual also establishes how complianoe with POP! is to be achieved.
3.  Contact Detalis

‘Businéss Name::

~:| Chemical Sclutions and Innovat:ons (PTY) LTD

-Ragistration. Number

‘| 2006/038084/07

‘Registered Office”

i} 26 Makepeace Croscent, Perseverance_

:Postal-Address

1-P O Box 12450, Centrahill, 6006

:Contact Number

11 0416856578

:Email Address

| erich@csi-africa.co.za

:'Dlrector(s)

Eno Hoffmann Toinette Hoffmann, Bra don Mew Grant Nagle i
“Information’ Officer Lpanrainaldnia bl

) -.Name :

. '-Erlc Hoffmann

[ "Postal Addre

Contact Numberj

TP O Box 12540, Centrahill, 6006
~ [ 0415855578 .

; ench@csi -africa.co.za

'.-Email Address

: Deputy: Inforrnatlon Officer

': Ryoo Deyzel

“Postal Address. |

:Contact Number:

4 35 Kurland Road, Perseverance 6220
1 041 585 5578 - :

“Email Address .. .. - ryno@csi-africa.co.za

10, Background fnformation of the Company can be found at FAWCE
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4, GuwerofSAHRc o o
A guide to PAIA has been publrshed pursuant to section 10 of PA!A

—

2, The guide contains information requrred by an mdtv;dual who may wish to exercise therr rrghts m‘-_j -
o termsof PAIA. - o
3. Should you wish to access the gurde you may contact the SAHRC at the foltowmg detalts
o ‘PAIA UNIT o . : .

Postal Address: Private Bag 2700, Houghton, 2041
Telephone: (011)877 3600
Facsimile: (011)403 0825
Website: hitp://www.sahrc.org.za
- Email: AIA@sahrc org.za

" 5. Latest Notices in terms of section 52(2) of PAIA '
At this stage no Notice(s) has / have been published on the categories of records that are avallable
o ‘_wrthout having to request access to them'in terms of PAIA . :

—

CENDOBWNAN

6, . Avallabllity and publication of certain records in terms of PAIA. - '
1. “The Company hold and/or process the following records for the purposes of PAIA and POPI
Informatron pertarnlng to products andlor services Freeiy available ~ on webs:te -
' L at www.csi-africa.co.za - o

' [Employment Contracts On request in terms of PAIA

‘|Personal records provided by ‘personai and thirdOn request in terms of PAIA :
parties
internal ‘records, mcludlng znternal eva{uatlon ofOn request m terms of PAIA ‘
personal
Correspondence relation to personat On requast in terms of PAIA
Training of personell On request in terms of PAIA -

_ |Records relating to-the Company's c!aents |On request in terims of PAIA

- Records generated by the Company for its cilents On request in terms of PAIA -
Operational records On request in terms of PAIA
Database On request in terms of PAIA

. [Information technology On request in terms of PAIA -

. [Marketing records  {On request ip terms of PAIA -
Internal Correspondence On request in terms of PAIA"
Internal Policies - o On requsst in terms of PAIA
Financial records On request in terms of PAIA
Trade Secrets - On request in terms of PAIA
Domain Name Registrations |On request in terms of PAIA_ -
Tradename Registrations On request in terms of PAIA
Trademark Registrations On request in terms of PAIA -~

" {Company Documentation On request in terms of PAIA -

IAgreements With Suppllers On request in terms of PAIA
Supplier Agreements On reguest in terms of PAIA
Customer Agreements 1On request in terms of PAIA
Website Information . On request in terms of PAIA

Informatton is avallable in terms of the following Iegrslatlon If and where applicable) '
Baslc Conditions of Employment Act, No 75 of 1997 :
‘Companies Act, No. 71 of 2008 ‘ ,
Compensation for Occupational Injuries and Diseases Act No. 130 of 1993
Competition Act, No. 89 of 1998 . .

Constitution of the Republic of South Africa Act No 108 of 1996

Credit Agreement Act, No. 75 of 1980

The Criminal Procedure Act, No. 51 of 1977

Debt Collectors Act, No. 114 of 1998

Deed Registries Act, No. 47 of 1937

- Complied: 23.06.2021
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-~ 10, Emp]oyment Equ:ty Act, No 55 of1998 .
-11. Financial Intelligence Centre Act, No. 38 of 2001
12. ldentification Act, No. 68 of 1997 . :
13. National Credit Act, No. 34 of 2005
14. Insolvency Act, No. 24 of 1936 i
- 15. Inspection of Financlal Institutions Act, No 180f 1998

- - 16, The Labour Relations Act, No. 66 of 1995

17. The Long Term Insurance Act, No. 52 of 1998

' 18. Pension Funds Act, No. 24 of 1956

* .19, Short Term Insurance Act, No. 53 of 1998
- 20. Skills Development Levies Act; No. 9 of 1999

2 Unemployment Insurance Act, No. 63 of2001

22, Unit Trust Control Act, No, 54 of 1981
23. Value Added Tax Act, No. 89 of 1991 S
.24, Electronic Communication and Transactions Act, No 25 of 2002
~25. Financial Advisory and Intermediary Service Act, No. 37 of 2002
26, - Patents, Designs and Copyright Merchandlse Marks Act, No. 17 of 1941
27. Income Tax Act, No. 58 of 1962 : _
28.  Occupational Health and Safety Act No. 85 of 1993

. 29. Co-operatives Act No. 14 of 2005 -

30. Customs and Excise Act No. 91 of 1964
31. Insider Trading Act No. 135 of 1998 . -
232, Prevention of Organised Crime Act No. 121 of 1998
33. Road Transportation Act No. 74 of 1977

o 34. Stock Exchanges Control Act No. 54 of1995

'35, Transfer Duty Act No. 40 of 1949

- 36 Machinery and Occupational Safety Amendment Act No. 181 of1993

- 37. National Payment Systems Act No. 78 of 1998
~38. National Water Act No. 36 of 1998 ‘

- 39. Prescription Act No. 68 of 1969

40. Trademark Act No. 194 of 1993

| 41, Intellectual Property Laws Amendment Act No.38 of 1997

42, Fmancna! Markets Act No. 19 of 2012

Registers and Records
- Inspection of the company reglsters and records pertalnlng to
‘Directors and officers .
~Interests of directors
~Shareholders: .
Allotments: ' ‘
- Minutes of meetings of members (only shareholders)
Licences.-and permits
Stock remedies and poisonous materials
' Weapons and ammunition '
‘Trademarks and commodity brochures and re!evant |nformatlon
-Annual reports :
" Interim reports

S2OENOORBON AN

= "

o Subjects and Records held by the Company
_Incorporation documents
The Company’s registration forms

e

2. Secretarial records
1. The shares register of the Company L ' '

2. - ‘Shareholders' agreements of the Company, mcludmg pre emption optlon and nommee
' agreements _ .

3.  Minutes of general meetings of the shareholders of the Company

4. Register or list of directors of the Company

Compiled: 23.06.2021 : : _ _
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Mmute books of tnternal resolutions of the- Company : ' _
- Power of attorney agreements and a list of persons authorlsed to blnd the Company S
. Statutory registers of the Company L
- Financial records of the Company
*. Accounting records, books and documents of the Company
" Interim and annual financial reports of the Company
- Details of the auditors of the Company :

Auditors' reports in respect of audits conducted on the Company

Tax returns of the Company

Other documents and agreements pertarning to tax -

Finanéial records of the Company

Human resources / employment records

List of employees
.- Employee benefits
". Documents in respect of share mcentlve scheme or trust o

Information pertaining to share options share incentives, bonus or profit shanng agreements of
- each employee - : : . . _ :
- Arbitration orders and agreements . : e
_ . Attendance registers at working stations and head office” .
Any other information pertaining to employees of the Company
“Pension and provident funds =
- A manual regarding the processes and rules of the pen3|on fund -
Lists of employees who belong to the respectlve funds- o
. Minutes of meetings of trustees :
: Financial records of the pensmn and provtdent funds -
Insurance records S
 Family insurance .
- Group life insurance
" Spouse insurance
Disabllity insurance :
-Retirement insurance -
Immovable and movable properly
Asset register -
Title deeds of any land owned by the Company .
Agreements for the lease or sale.of land andfor other |mmovable property by the Company -
~ Agreements for the lease of movable property by the Company - ‘
- Mortgage bonds, liens, notarlal bonds or security interests on property .
" Other agreements for the purchase ordlnary sale oondltlonal sale, or hire of assets
Client agreements S _
. Agreements for the supply of produotion andfor trading cred;t -
_ Security agreements, deeds, guarantees, cession and bonds for credlt .
Details of clients and correspondence : :
Invoices, receipts, credit and debit notes -
- Miscellaneous agreements of the Cempany
“Suretyship agreements
Agreements for the trading activities of the Company
. Agency, management and distribution agreements
Agreements with suppliers of the Company
Agreements with clients of the Company
Credit facilities and letters of credit.
. Correspondence
Correspondence wrth chents of the Company

AONSRANOOIPRWNAWND O |

PIBWNANOPONSORRN NSO

eg@@ewwﬁpeémed

-Request Process o ' ' SR _.
1. - Anindividual who wishes to place a request must comply with all the procedures tald down in PAIA -
- The requester must complete the prescribed form, which is attached hereto as annexure “A”". The .

prescribed form must be submitted as well as payment of a request fee and a deposit, if applicable -

Compiled: 23.06.2021 _ o
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L to the mformatton offtcer at the postal or physrcal address fax number or electronlc mall as fgo o
- gtated herein. ,
_ The prescribed form must be completed wrth enough partlculartty to enable the mformatlon offrcerl
“to determine: R S .
~ The record(s) requested;

The identity of the requestor;
" What form of access s required; and

The Postal address or fax number of the requestor e

The requestor must state that the records are required for the requestor to exercise or protect a . |

right, and clearly state what the nature of the right is so to be exerclsed or protected. An explanahon '
of why the records requested is required to exercise or protect the right. '

" The request for access will be dealt with within 30 days from date of receipt, unless the requestor' - T
has set out specral grounds that satisfy the mformatron officer that the request be dealt with . .. -

sooner.

" The period of 30 days may be extended by not more than 30 additional days if the request is for -
a large quantity of information, or the request requires a search for information held at another =~ -

office of the Company and the Information cannot be reasonably obtained within 30. days. The "

- information officer will notify the requestor in writing should an extension be necessary.

n

NN OO

. The requestor will be informed in writing whether access to the records have been granted or R _
. denied. If the requestor requires a reason for the decision the request must be expressed in the - B
- prescribed form, the requestor must be’ further stated what partlculars of the reasoning the,- o

requestor requires.

If a requestor has requested the records on another lndlwdual s behalf the requestor must submlt E o
. proof of the capacny the requestor submits the request in, to the satlsfactton of. the mformatron -
. officer. RN .
If the requestor is unable to complete the prescnbed form due to |II|teracy or dlsablllty, the requestor R
“may request it orally from the information offrcer - _ . L

. Grounds for refusal” = . S R ' o
* The following are grounds upon which the Company may, sub}ect to the exceptrons |n Chapter 4 ER
" of PAIA, refuse a request for access in accordance with Chapter 4 of PAIA: - '

Mandatory protection of the privacy of a third party who Is a natural person, tncludrng a deceased o
person, where such disclosure of Personal Information would be unreasonable;. - L

" Mandatory protection of the commercial information of a th|rd party, if the Records contam
Trade secrets of that third party;

Financial, commercial, sclentific or technical information of the third party, the drsclosure of wh|ch >

‘could likely cause harm to the financial or “commercial interests of that third party; andfor ..

information disclosed in confidence by a third party to The Company, the disclosure of which could :

put that third party at a disadvantage in contractual or other negotratrons or prejudlce the thlrd party S '

in commercial competition;

- Mandatory protection of confidential informatlon of thlrd partles |f it is protected in terms of any s

agreement;

- Mandatory protection of the safety of individuals and the protection of property, o '
Mandatory protection of Records, that would be regarded as privileged in legal proceedrngs

Protection of the commercial lnformation of the Company, which may include:-

~ Trade secrets;

Financial/commercial, smentrflc or technical information, the disclosure of whlch could Ilkely cause_

~harm to the financial or commercial interests of the Company;
_Information which, if disclosed, could put the Company at a dlsadvantage in contractual or. other

negotiations or prejudice the Company in commercial competition, andlor -

- Computer programs which are owned by the Company, and whrch are protected by copyrrght and

*intellectual property laws; I
- Research information of the Company ora thlrd party, if such drsclosure would place the researoh R

“or the researcher at a serious disadvantage; and

Requests for Records that are clearly frlvolous or vexatlous or whrch involve an unreasonable -

- diversion of resources

' Compiled: 23.06.2021 . - _ - R :
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"~ 10.1 one third of the access fee is payable as a deposit by the requester.

11,

13
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- For purposes of section 54{2) of the Act, the following applies:-

- Conditions for lawful processrng

" Processing limitation
" Purpose specification - .
- Further processing limitation .
. Information quality

" Security safeguards

* . The Company is involved in the followrng types of processing

s Remedles should a request be refused . ' ‘ B N
.. The Company does not have an_internal appeal procedure |n ltght of a denral of a request R
_decisions made by the information ‘officer is final; LT
- The requestor may in accordance with sections 56(3) (c) and 78 of PAIA appty to a court for rellef ok

. wrthan 180 days of notlfrcatlon of the declsmn for approprlate relref _ - S

;'Fees - _ R N ST S
- The fee for a copy of the manua{ as contemplated |n reguiatton 9(2)(0) is R1 10 for every photocopy_.'

of an Ad-size page or part thereof.-
“The fees for reproduction referred to in regulatton 11(1) are as follows

_For every photocopy of an Ad-sized page or part thereof: R1,10 . . s Sl
* For every printed copy of an Ad- sized page or part thereof held ona computer of in etectronlc or i
.-machine-readable form: R0O,75 : , _ _ e

- Foracopyina computer—readable form on o
stiffy disc R7,50 o

compact disc R70,00

" For visual images:

a transcription of visual images, for an Ad-size page or part thereof 40 00

For a copy of visual images R60,00.

For an audio record: '

For a transcription of an audio record for an A4 size page or part thereof R20 00
For a copy on an audio record R30,00 -

‘The request fee payable by a requester other than a personal requester referred to in regulatron -

11(2) is R50,00.

The access fees payable by a requester referred to in regulation 11(3) are as follows.
Fees are; S
For every photocopy of an A4 size page or part thereof R1, 10 : T I
For every printed copy of an A4-srze page or part thereof held on a computer or in electromc or ___‘

“machine-readable form R0,75 -
- Foracopyina computer—readeble form on:-
stiffy disc R7,50 . ' :

compact disc RTO 00

. For a transcription of visual images: . .
for an Ad-sized page or part thereof R40 00.
" For a copy of visual images R60,00

For a transcription of an audio record:
For an Ad-size page or part, thereof R20,00

“For a copy of an audio record R30,00 : ‘ S .
To search for and prepare the record for drsciosure RSO 00 for each hour or- part of an hour

‘reasonably required for such search and preparation.

Six hours as the hours to be exceeded before a deposit is payable; and

—The actual postage is payabte when a copy of a record must be posted to a requester.-_'l '
POPI | |

POFI has eight conditions for lawful processmg and mclude
Accountability .

Openness
Data subject parttcrpatron '

Collection ™

" Compiled: 23.06.2021 . _ ' : : =
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: Recording -

Organization
Structuring .

- Storage .
" adaptation or aiteratlon
- retrieval -

consuuauon :
use -

disclosure by transmission ' .
. -dissemination or otherwise maktng available -

alignment or combmatron

. restriction

arasure

. - destruction .
~The Company processes mformatton for the. followmg purposes ' :
- to. provide services to its Clients in accordance with terms agreed to by the Cllents

to undertake activities related to the provision of sérvices, such as
to-fulfil domestic légal, regulatory and compliance requirements -

. to verify the identity of Customer representatwes who contact the Company or may be contacted el
" by The Company; L
- for risk assessment mformatlon securlty management stattstlca[ trend anatysns and p!annmg' ;

purposes;
to monitor ‘and record calls and electromc commumcatrons wrth the Client for quatrty, tralnlng,' S
investigation and fraud prevention purposes; . . o
to enforce or defend the Company or the Company affiliates’ rlghts

‘to manage the Company's relationship with its clients, which may include providing lnformatton to-

its clients and its clients aftlttates about the Company’ s and the Company afflllates products and_ B

services;
the purposes related to any authorised dlsclosure made in terms of agreement faw or regulatlon

' any additional purposes expressly. authorised by The Company's client; -

any additional purposes as may be notified to the Cllent or Data Subjects in any notlce provrded_-. -
by the Company.- ' S

.~ The Company processes personal mformatlon the followmg categorles of Data Subjects
- Juristic persons — . - : . .
"Corporate clients
- Suppliers
- Natural persons —
- Individuals
~ Staff -

Clients
Suppliers -

- The Company process the foIIowmg categorres persona[ rnformatron
" Client profile information; ' L :

" Bank account details;

" - Payment information;.

Client representattves o

" Nammes;

Emai Addresses -
Telephone numbers;

~ Facsimile numbers;

Physical addresses;

. Tax numbers;

. Identity Numbers;

. Passport Numbers; :

- Recipients of Personal lnformation C
The Company, the Company’ s affiliates, thelr respecttve representatlves '

Compited: 23.06.2021 _ ' ' L : S
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T “‘When making 'authortsed disclosurés or transfers of personal information in terms of Section 72 of - .- E

" POPI, personal information may be disclosed to reciplents in countrles that do not have the sameT C
level of protection for personal information as South Africa does. . :
The following Security measures are implemented by the Company: - | ‘ -

- The Company implements numerous Security measures to- protect personal informatron that s =
stored electronically and physically.

Ne

1. -Malware bytes, cloud based back-up, Avast passwords on ftIe server, all tndivrdual computers are -__f

password protected
- The Company hage also |mptemented varlous thmes for addrtronalsecunty
Jehrea bk Uns: oS s BraGe Flimite 0 access WiloekeaiRRIveRTaom!
Thé personal information that is stored physmally is protected as follows: s ‘
Where physrca! records of the data exist, such racords will be stored in a secure area that’ can be
locked-away’ with ltmrted access and cctv cameras as lo avord a breach of the personat
information, - . . .
- 8uch physical data records will be ‘Iocked -away' and secured when not in use. S
- The Company may share personal information with third parties and in certain instances thls may
- result in cross border flow of the personal information. The personal information will always -
- besubject to protection, not less than the protectlon it is afforded under the Protectlon of Personal -
- Information Act No.4 of 2013. : o S
4. . Objection to the processing of personal information by a data subject

SR

wN

"5, Section 11(3) of POPI and regulation 2 of the POPI regulations provrdes' that a data subject may,' . 7 _ _'
©at ‘any time object to :the processing of ti thetr personal rnformatron in the prescrrbed form‘-} PR

_ ~ attached  to this manual as annexure *B",
‘6. - Request for correction or deletion of personal information:

7 ~Section 24 of POPI and regulation -3 of the POP! regulations provides that a data subject may'-v.' o S
. request for their personal information to be corrected and/or deleted |n the prescrlbed form.:

' altached hereto as annexure “c"

. Information bfﬂc'er name; DR Eric Hoffmann sig‘nature' _

S
signed at oveeneraywe -~ _'? on'this za’c\ day of "N~ 202\

7 — ‘ _ For and on behalf of R :
| Company name Q\"Eﬂ(\lCCt\ %O\Lkb aNes 39 Company slgnature M
_ _A_r\,—c\ro@\c;i’% G’t’%)l«, SO

'_ Witness name_ (’:D(‘d\f‘t V\bdf/ . ,wunéss stgnaturef' l

10
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FORM 1
OBJECTION TO THE PROCESSING OF PERSONAL INFORMATION IN TERMS OF
SECTION 11(3) OF THE PROTECTION OF PERSONAL INFORMATION ACT, 2013 (ACT NO.
: 4 OF 2013)

REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2018
[Hegu[ation 2]

Note:

1. Affidavits or other documentary evidence as applicable in support of the objection may be
attached. o

2. - If the space provided for in this Form is inadequate, submit information as an Annexure fo this
Form and sign each page. , .

3. Complete as is applicable,




............................................................

Signature of data subject/designated person




. A
Arvescre Y G

FORM 2

REQUEST FOR CORRECTION OR DELETION OF PERSONAL INFORMATION OR -
DESTROYING OR DELETION OF RECORD OF PERSONAL INFORMATION IN TERMS OF
: SECTION 24(1) OF THE PROTECTION OF PERSONAL INFORMATION ACT, 2013 (ACT NO.
4 OF 2013)

REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2018
[Regulatlon 3]

Note:

1. Affidavits or other documentary evidence as applicable in support of the request may be attached,

2. If the space provided for in this Form is inadequate, submit information as an Annexure to this
Form and srgn gach page.

3. Complete as is applicable.

Mark the appropriate box with an "x".

Request for:

Correction or deletion of the personal information about the data subject which is in -
possessmn or under the control of the responsxble party.

Destroying or deletion of a record of personal information about the data subject which is
in possession or under the control of the responsible party and who is no longer
authorised to retain the record of information.




Signed at ............ cerriresnneserreesisreesrees TS wovvessssieereien, day Of vooveereerrrerisierennnnn20

LERsa A Es bR i i aadnnes R P Ty P YT R PR TR

Signature of data subject/ designated per;c;r'?.



