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Course Description

This course is intended for managers of different Departments. These managers would typically be second level

managers such as heads of department, section heads or divisional heads, who may have more than one team
reporting to them.

The focus of this course is also to ensure that the delegates can understand the theory behind POPIA
implementation and the practical application thereof.

Course Methodology

»  Two Day Virtual Practical Training including POPI Compliance Manual and Toolkit based on business model

» SNH Business Seminars to Provide Team or Zoom Pro Webinar Platform

Comprehensive Presentation Manuals (soft copies sent day before) customised based on POPI Act and Enabling
Legislation

f »  Discussion of possible Industry Codes of Conduct for Information Regulator

» Certificates of attendance and completion: CPD Certificates
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COURSE OUTLINE

| MODULE 1: POPI ACT AND POPI REGULATIONS

THE APPLICATION OF POPI ACT

WHAT IS CONFIDENTIAL, PRIVILEGED AND PERSONAL INFORMATION?

KEY ELEMENTS TO UNDERSTAND WHEN PROCESSING PERSONAL INFORMATION

THE 8 CONDITIONS FOR LAWFUL PROCESSING OF PERSONAL INFORMATION INCLUDING
INFORMATION OFFICER (IPO)

PROCESSING OF SPECIAL PERSONAL INFORMATION

PRIOR AUTHORISATION

CODES OF CONDUCT

DIRECT MARKETING

CASE LAW

1.10 OFFENCES, PENALTIES AND ADMINISTRATIVE FINES

1.11 BREACH OF POPI ACT — DOS AND DON’TS OF POPI

1.12 POPI ACT IMPLEMENTATION CHECKLIST:

- PRIVACY COMPLIANCE ROADMAP

- POPI INFORMATION FLOW MAP

- OPERATIONAL IMPLICATIONS OF POPI
- PRIVACY POLICY AND STATEMENT

- SAMPLE POPI MANUAL CONTENTS

MODULE 2: PAIA MADE EASY PROGRAMME

2.1

2.2

2.3

2.4:

2.5:

2.6

2.7

2.8

INTRODUCTION:  CULTURE, PURPOSE OF PAIA AND LIMITATIONS
APPLICATION OF PAIA AND KEY DEFINITIONS
RIGHT OF ACCESS TO RECORDS OF PUBLIC BODIES
ACCESS TO RECORDS OF PUBLIC BODIES
GROUNDS FOR REFUSAL OF ACCESS OF PUBLIC BODIES
RIGHT OF ACCESS TO RECORDS OF PRIVATE BODIES
ACCESS TO RECORDS OF PRIVATE BODIES
GROUNDS FOR REFUSAL OF ACCESS OF PRIVATE BODIES
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\\\ | 2.9 PROCEDURE BY REQUESTERS |

|l | 210 SECTION 51 PAIA MANUAL |
| 2.11 PAIA FORMS

/1l | 212 PAIAEXEMPTIONS \

|| 213 PAIATIMETABLE \

| 214 PAIA IMPLEMENTATION CHECKLIST \
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11 QUESTIONS TO BE ADDRESSED IN THIS 2 DAY VIRTUAL TRAINING

1. What does it mean to be 100% PoPI Act Compliant?
. What does PoPI Act Implementation entail?
. Who is responsible for PoPI implementation?

. What are the liabilities and risk of non-compliance?

2
3
4
5. What does an Implementation Road Map mean?
6. What is a PoPI Compliance Framework?

7. What is a PoPI Organisational Structure?

8. What are a PoPI Impact Assessment and Gap Analysis?
9. What should be in the PoPI Information Officer Report?
10. Why is a Data Operator Agreement so important?

11. What are the 5 Ws of PoPI1?
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