


 
 

 
 

 
    

    

    

    

     

     

    

    
 

 
 

  

 

 

 
 

 

 

 

 

 

 

 
 

 

 

 
 



 
 

  

 

 

 
 

  

 
 

 

 

 

 

 
 

 
 

 
 

 
 

 
  



 
 

  
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  
 

  
   

  
 

 
  

   
  

 
 

  
 

 
  

 
 

 



 
 

 
  

 
  

 
 

 
 

 
 

    
  

 
   

   
 

  

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 



 
 

 
 

 
  

 
 

 
 

 
  
 

 
 

 
 

 
 

  

 
  
  
 

 
  
 

 
 

 
 

 
 

  
 

  
  
  
  
  
  



 
 

 

 
 

 
 

Category of Records Applicable Legislation 
Memorandum of Incorporation, Company 
Registration Documents and Statutory 
Registers 

Companies Act 71 of 2008 

PAIA Manual Promotion of Access to Information Act 2 of 
2000 (PAIA) 

Privacy Policy, POPIA Compliance 
Documentation, Records of Processing 
Activities, Data Subject Request Records 

Protection of Personal Information Act 4 of 
2013 (POPIA) 

Employment Contracts, Labour Manual, 
Disciplinary and Grievance Records 

Labour Relations Act 66 of 1995 

Conditions of Employment, Leave Records, 
Working Time Records and Employee 
Attendance 

Basic Conditions of Employment Act 75 of 
1997 

Employment Equity Plans, Reports and 
Related Records 

Employment Equity Act 55 of 1998 

Skills Development and Training Records Skills Development Act 97 of 1998 
Income Tax, PAYE Records and Employee 
Tax Documentation 

Income Tax Act 58 of 1962 

VAT Returns and Taxation Records Value-Added Tax Act 89 of 1991 
Unemployment Insurance Records (UIF) Unemployment Insurance Act 63 of 2001 
Compensation for Occupational Injuries 
and Diseases (COIDA) Records 

Compensation for Occupational Injuries 
and Diseases Act 130 of 1993 

Health and Safety Policies, Incident 
Registers and Risk Assessments 

Occupational Health and Safety Act 85 of 
1993 

Communications Manual, Electronic 
Communications, Electronic Records and 
Transaction Records (refer to the 
Webtonic Staff Legal Compliance Manual 
where applicable) 

Electronic Communications and 
Transactions Act 25 of 2002 

Information Security Policies, 
Cybersecurity Incident Records and 
Cybercrime Reporting (where applicable) 

Cybercrimes Act 19 of 2020 

Copyright, Software Development, Source 
Code Ownership, Intellectual Property and 
Licensing Records 

Copyright Act 98 of 1978 

Pension, Provident Fund and Retirement 
Benefit Records (where applicable) 

Pension Funds Act 24 of 1956 



 
 

Category of Records Applicable Legislation 
Financial Statements, Accounting Records 
and Audit Documentation 

Companies Act 71 of 2008 and applicable 
financial reporting legislation 

Customer Contracts, Supplier 
Agreements, Service Level Agreements 
and Commercial Contracts 

Common Law of Contract and other 
applicable South African legislation 

 

 
 

Subjects on which the body holds 
records 

Categories of records 

Strategic Documents, Plans, Proposals  Business strategy documents 
 Management reports 
 Corporate planning records 

Administration  
 

 BEE certification 
 Travel policy and procedures  
 Insurance records/claims 
 Asset registration records  
 Compliance records  
 Contracts and agreements request in 

terms of PAIA  
 Health & safety records  
 Travel & expense records  
 Email communication records  

Human Resources  
 

 Remuneration records  
 Leave records  
 Employee records  
 Employment contract  
 RA / Pension fund records  

Financial  
 

 Annual financial statements  
 Financial and tax records (Company & 

Employees)  
 Asset register  
 Management accounts  
 PAYE, SDL & UIF returns  
 VAT returns  
 Bank records  
 Invoices  
 Customer records  
 Supplier records  
 Leases with landlords  
 Records of rental paid  
 Fixed asset register  

Operations  Project correspondence  
 Project timesheets 



 
 

Subjects on which the body holds 
records 

Categories of records 

 Service level agreements  
 Quality control processes 

Marketing  
 

 Market information  
 Product brochures 
 Marketing strategies  

Sales  Customer database 
 Public customer information 

 
  
 

  

 
 

 
 

 
 

  
  
  
  
  

 
 

 
 
Categories of Data 
Subjects 

Personal Information that may be processed 

Customers | Clients Name, address, registration numbers or identity numbers, vat 
number and bank details 

Service Providers  Names, registration number, vat numbers, address and bank 
details 

Employees  Address, qualifications, gender and race 
Contractors Name, address, registration numbers or identity numbers, vat 

number, employment status and bank details 



 
 

Categories of Data 
Subjects 

Personal Information that may be processed 

Job Applicants Email Address, qualifications, gender and race (Where 
applicable for Employment Equity purposes) 

Directors Email Address, qualifications, gender and race 
Client 
Representatives 

Email Address, Name and contact phone number 

Website Visitors Email Address, Name and contact phone number 
Suppliers Names, registration number, vat numbers, address and bank 

details 
Marketing Contacts Email Address, Name and contact phone number 
Visitors to premises Email Address, Name and contact phone number 
 

 

 
 
Category of personal 
information  

Recipients or Categories of Recipients to whom 
the personal information may be supplied 

Identity number and names, 
for criminal checks  

South African Police Services  

Qualifications, for qualification 
verifications including 
psychometric assessments 

South African Qualifications Authority 
Approved qualified Psychometric provider 

Credit and payment history, for 
credit information 

Credit Bureaus 

 
  

 
  

 
 

 

 
 

  

 
 

 



 
 

 

 
 

 
 

 
  
  
  
  

 
Category of personal 
information  

Recipients or Categories of Recipients to 
whom the personal information may be 
supplied 

Identity number and names, 
qualifications and work 
experience 

Customers | Clients when applying for 
potential work contracts 

Psychometric test results Only shared with approved HR professionals 
and the candidate.   Any further distribution 

 
 

  

 
 

 
 

 
  
  
  
  
  
  
  

 

 
 



 
 

  

 
 

 
  
  
  
  
  
 

 
  
  

 

 
 

  

 
 

  

 
 

  
 

  
 

 
  
 

 




