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1. Purpose 
This procedure defines how the Company receives, verifies, records, assesses and responds to requests from data 
subjects under POPIA. 

2. Request Types 
• Access to personal information. 
• Correction or update of personal information. 
• Deletion or destruction of personal information where permitted by law. 
• Objection to processing. 
• Withdrawal of consent where processing is based on consent. 
• Direct marketing opt-out requests. 

3. Submission and Contact 
Requests must be sent to the Information Officer at blaise@wconsulting.co.za or another authorised Company 
contact channel. Requests must be logged on receipt. 

4. Verification 
The Company must take reasonable steps to verify the identity and authority of the requester before disclosing, 
correcting or deleting personal information. 

5. Assessment 
The Information Officer or authorised delegate must assess whether the request can be fulfilled, whether any legal 
grounds for refusal or limitation apply, and whether third-party information is involved. 
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6. Response 
Responses must be provided within a reasonable period and in accordance with applicable law. Reasons should be 
provided where a request is refused or partially refused. 

7. Records 
The Company must retain records of the request, identity verification, assessment, response, decision and any 
corrective action taken. 

Review 
This document is reviewed periodically and updated where there are material changes to the Company, its records, 
processing activities, legislation, regulatory guidance or contact details. 

References 
• Protection of Personal Information Act 4 of 2013 
• Promotion of Access to Information Act 2 of 2000 
• Information Regulator guidance and forms 
• ISO/IEC 27001 good practice controls 
• Company PAIA Manual 
• Company POPIA Manual 
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