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Privacy Notice: Q Systems Clients

Q Systems is committed to protecting the personal information we hold about you.

The Protection of Personal Information Act, no 4 of 2013 (POPIA), effective from 1 July
2021 aims to protect the personal data of all persons.

This notice provides you with information about how, when, and why we use your
personal information and how we keep it secure.

It also sets out your rights under law, our responsibilities to you and how you can
contact us.

This notice concerns any information we collect on you.

Part A - General Information

Information About Other People

If you provide us with personal information about people such as employees, you
must ensure you have their consent to provide their personal information to us.

Information We Hold About Your Employees

It is necessary in the process of Q Systems running its food safety training and
consulting business to obtain personal information about certain company
employees to allow us to carry out our business functions.

This information is the following:

Quality Control Person’s name and designation

Quality Control Person’s phone numbers and email address
Account’s Person’s name and designation

Account’s Person’s phone numbers and email address

It is necessary in the process of Q Systems running training courses to obtain
personal information training delegates. This information includes:

e Name and ID Number of Delegate
e Phone number and email address of Delegate

Where We Get Your Information

This information is submitted by the company directly to us.
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How We Use Your Company and Employee Personal Information and Why

We use the company information to deal with the appropriate company people to
carry out food safety training, consulting, and invoicing.

We use training delegate information is to prove the authenticity of the employee
and to allow us to provide an authentic training certificate for the delegate.

Use of Your Personal Information with Your Consent

Where we are relying on your consent to process your personal information, you are
entitled to withdraw your consent at any time.

If you wish to withdraw your consent you may do so by contacting us. This will
however not invalidate any processing which we previously undertook before you
withdrew your consent.

How We Share Your Personal Information with Others

The personal information used by our food safety administration, consulting,
training, and accounting employees.

We will never sell, rent, or trade employee personal information.

How Long We Will Keep Your Information

We will keep employee personal information for the length of time that the company
is a client company.

We will retain records of trained delegates for 5 years. At the end of this period the
personal information will be deleted from our database.

How We Keep Your Personal Information Safe

Personal information is retained in our computer database and is backed up to
external hard drive. The computers are under lock and key outside of working hours.

Your Rights
Where applicable, you have the right to:

Be informed about our processing of your personal information

Have your personal data erased

Request information about how we process your personal information

Lodge a complaint with your local data protection regulator if you think your
rights have been infringed in any way

Part B: Contact Information

Q Tel: 031 201 0132 >A'< mail@qsystems.co.za @ WWW.qgsystems.co.za
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