F-083 Information Compliance Service Level

Authorisation: Confidential

1. Retainer — Information Compliance Service Breakdown

Our professional online Information Compliance services are flexible, cost-effective and driven by the business needs of our clients. Below are the
outlined terms and conditions which both parties agree to on signing of the document

Information Compliance

Service Activities

LabourNet Responsibility

The Company Responsibility

POPI, PAIA and CPA Awareness
Training Videos

LabourNet will provide a pre-recorded awareness
presentation on POPI, PAIA for the Company to utalise.

The Company will ensure that the agreed upon
stakeholders are sent the videos and will keep record of
this activity being concluded and will keep hard copies of
evidence on file.

POPI, PAIA and CPA Awareness
Training

LabourNet will conduct a detailed awareness presentation

on POPI, PAIA and the CPA for key role-players in the
process.

The Company will ensure that the agreed upon
stakeholders attend the said presentation and will keep
record of this activity being concluded and will keep hard
copies of evidence on file.

POPI, PAIA and CPA
Implementation Templates

LabourNet will provide all necessary templates to
implement POPI, PAIA and the CPA

The company will ensure that the documents is a true
reflection of their internal processes and procedures

Policy and Contract Drafting and
Amendments

with your outsourced / in house IT to compile personalized

LabourNet will draft company policies - including meeting

IT policies. LabourNet will amend existing contracts and
agreements to include all POPI, PAIA and CPA relevant
clauses

The company will ensure that the policies is reviewed by
the relevant department and provide adequate time to
personalize company policies.

Employee Take on

LabourNet will conduct an in depth session with the
relevant stakeholders to understand the companies
background, processes and procedures.

The Company will ensure that the agreed upon
stakeholders give sufficient information for the consultant
to provide adequate and relevant advice.

Legal Appointments Documents

LabourNet will provide all the latest required documentation
to appoint the information and deputy information officer

The Company will identify the responsible parties. The
Company will co-sign the appointment letter. The
Company will keep record of this activity being concluded
and will keep hard copies of evidence on file.

Appointment of Information
officer

LabourNet will assist the Company in appointing the
Information officer, issue them with an appointment letter
and explain duties, roles, and responsibilities. LabourNet

will also register the information officer with the Information
Regulator.

The Company will appoint an Information Officer and
recognise and acknowledge the information officers’ duties
and responsibilities. The Company will co-sign the
appointment letter. The Company will keep record of this
activity being concluded and will keep hard copies of
evidence on file.

Risk Assessment

LabourNet will conduct a risk assessment/audit to identify
potential risks and non-compliance to the regulations with
regards to the processing of personal information and
provide a weekly task list.

The Company will provide LabourNet with the necessary
information and ensure all information is accurate and
complete and will do so in a timely manner.

Implementation and Maintenance
Plan

LabourNet will develop an implementation and
maintenance plan on behalf of the Company based on the
outcome of the risk assessment.

The Company will accept the implementation and
maintenance plan and take all the necessary steps to
ensure the successful implementation of the project plan.

Drafting of Comprehensive
Contracts and policies

LabourNet will draft all compliance and ancillary policies as

well as any required addendums based on the
aforementioned project plan. LabourNet will also draft any
new policies that is required by any legislative amendment.

The Company will approve, sign off and implement all
policies developed by LabourNet to ensure all staff are
aware of these updated policies and addendums. The
Company will ensure all policies are stored in an
accessible place for all staff to view.

Development PAIA Manual.

LabourNet will develop a PAIA manual on behalf of the
Company.

The Company will approve, sign off and implement the
PAIA manual developed by LabourNet.

Staff Training

LabourNet will provide the Company with ongoing
awareness training as determined as scheduled by
LabourNet, at no additional cost. LabourNet will also

provide training on any updated legislation as and when

The Company will ensure that their relevant role-players
attend the training as determined by LabourNet's training
schedule. The company will distribute the training invite to

relevant parties.

necessary. Training Schedules will be sent to the company.

The company will inform the consultant is they require

LabourNet will provide, upon request personalized training
department training

Department training to different departments within the company
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Quarterly compliance
assessments

LabourNet will schedule a quarterly compliance
assessment, once implementation is complete, with the
Company to ensure ongoing compliance with the legislation
and continued enforcement with the project plan.

The Company will avail themselves for this assessment
and provide LabourNet with the necessary information and
feedback, as well as take any recommended remedial
action to ensure compliance with the project plan and
legislation.

On-going facilitation and advice.

LabourNet will respond to queries or questions regarding
POPI, PAIA and CPA implementation and ensure ongoing
online meetings.

The Company will provide LabourNet with the relevant
information when asking for advice and provide the
relevant detail to allow LabourNet to respond to the query
as accurately as possible.

Allocated consultant

LabourNet will provide an allocated consultant to stream-
line the Information Compliance implementation online.

The company will engage with the allocated consultant
and inform him/her if any of their information changed. The
company will provide the consultant with the relevant
parties contact details that will assist with the POPI, PAIA
and CPA implementation.

Yearly review of implementation
and new risk identification.

LabourNet will conduct an annual risk assessment/audit to
identify potential risks and non-compliance to the
regulations with regards to the processing of personal
information.

The Company will provide LabourNet with the necessary
information and ensure all information is accurate and
complete and will do so in a timely manner.

Pre-investigation and Legal
Assistance

LabourNet will assist and advise the Company, in the event
of a pre-investigation or an investigation launched against
them by the information regulator. LabourNet will provide

legal assistance relevant to POPI, PAIA and CPA.

The Company will inform LabourNet as soon as they
become aware of a pre-investigation or an investigation
launched against them and provide them with all the
documentation and correspondence.

LMS System

LabourNet will provide its Learner Management System to
any of the company’s staff at no additional cost. The
courses they have access to is based on the product(s)
they have with LabourNet

The Company will ensure all the required staff details are
sent to LabourNet to ensure these staff are enrolled on the
system.

Online Library

LabourNet will provide an online library of templates and
information regarding any legislation that the company will
have access to 24/7.

The company will ensure they utilize this service in the
need of immediate templates or information.

LabourNet consults off our Software Platform. Should the

The Company needs to ensure that they provide

Software company opt to only use the software, normal software LabourNet with all the relevant information to accurately
costs will apply. consult off this platform.
As part of Fhe agreement, LabourNet will provide the_ The Company should make use of the Helpdesk for all
Helpdesk Company with Access to our System Helpdesk to assist ;
system related queries

with System related queries.

Gap analysis

LabourNet will provide the Company with a detailed Gap
analysis after the POPI, PAIA and CPA implementation
phases is complete.

The Company will provide information relating to products
and or services they make use of to ensure a detailed Gap
analysis

Data flow diagram

LabourNet will draft a data flow diagram specific for the
company to simplify the risk identification process

The company will provide LabourNet with a detailed
description of the data flow within their company

Process Certificate

LabourNet will provide the company with a POPI, PAIA and
CPA process certificate confirming that they aligned with
the necessary legal requirements.

The company agree to provide honest feedback on the
progress they made.

Communication on any
amendments to legislation

LabourNet will ensure that any important updates to
legislation are communicated to the company in a timely
manner.

The Company will ensure all relevant details are correct to
ensure they receive the correct communication. The
company will ensure that the labournet.com domain is
whitelisted in their email servers to ensure that important
updates do not get sent to Spam folders.

Consumer Protection Guidance
Manual

LabourNet will provide the Company with a Consumer
Protection Guidance Manual

The Company will approve, sign off and implement the
Consumer Protection Guidance Manual developed by
LabourNet.

Complaints Manual and
Procedure

LabourNet will provide the Company with a Complaints
Manual and Procedure

The Company will approve, sign off and implement the
Complaints Manual and Procedure developed by
LabourNet.

Dispute Assistance

LabourNet will assist and advise the Company, in the event
of a dispute being filed against the Company in terms of the
Consumer Protection Act.

The Company will inform LabourNet as soon as they
become aware of a dispute being filed against them and
provide them with all the documentation and
correspondence.

*The End*
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