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POPIA COMPLIANCE CHECKLIST 

 

No. POPIA  Item Compliant 
Y/N 

1.  Does the company take all reasonable steps to prevent personal information 

being lost or damaged or unlawfully accessed and modified? 

Companies should analyse their internal processes used to collect, record, retain, 

disseminate and destroy personal information.  In particular, companies must ensure the 

integrity and safekeeping of personal information in their possession or under their control.  

 

2.  Is the purpose of the collection and processing of the personal information 

clearly set out and defined in company processes? 

Personal information must, in other words, be collected for a specific, explicitly defined and 

lawful purpose that is related to a function or activity of the specific company.  Transparency 

is imperative. 

 

3.  Does your company process personal information in an adequate, relevant and 

non-excessive manner, given the purpose it is processed for?   

The processing of personal information should at all times be limited. 

 

4.  Is the individual whose personal information is collected and processed 

informed thereof?   

The individual should be made aware of the details of the company processing their 

information and in addition thereto, the individual must be informed as to whether the 

processing of their information is voluntary or for mandatory reasons. 

 

5.  Will the company “further process” the personal information? 

The reasons (if any) for further processing of personal information should be clearly 

communicated to the individual it is collected from and further processing must be related 

to the purpose for which the information was initially collected. 

 

6.  Is the personal information of individuals available and easily accessible by 

relevant role-players within the company?  

Personal information should be available to identified role-players for them to retrieve such 

information immediately. 

 

7.  Does the company empower employees through training to work responsibly 

with personal information? 

Pro-active measures should be taken to influence and guide employees to work responsibly 

with and protect personal information. 

 

8.  Has the company considered protection of the integrity and quality of the 

personal information? 

The company processing the information must at all times ensure that the information is 

complete, accurate, up to date and not misleading.  
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9.  Has the company appointed an Information Officer (IO) and is the IO’s 

appointment registered with the Information Regulator? 

Companies will be obliged to register a duly appointed Information Officer with the 

Information Regulator whose responsibility it will be to work with and notify the Regulator 

of any request or complaint in terms of POPIA. 

 

10.  Does the company have a POPIA Compliance Framework?  

All companies should consider prioritising drafting a POPIA Compliance Framework.  The IO 

should also ensure that this is developed, implemented and monitored. 

 

11.  Is there a process individuals can follow to request details of the personal 

information held by the company? 

POPIA allows individuals to make certain requests, free of charge, to companies in 

possession of their personal information. For instance, an individual has the right to know 

the identity of all third parties that have had access to their information.  Further any person 

whose information is being processed by a company may ask for a full record of the 

information held by such a company. 

 

12.  Does the company have a Retention of Records Policy or a Retention Schedule 

incorporated in the Data Retention Policy? 

Personal information must be destroyed, deleted or destructed as soon as the purpose for 

collecting the information has been achieved by the company.  Retention of records 

schedules should be drafted with legislation, industry rules and regulations and good 

practice in mind. 

 

13.  Will the company transfer personal information over borders? 

There are certain restrictions on the sending of personal information out of South Africa 

and back into South Africa. The applicable restrictions will depend on the laws of the country 

to whom the data is transferred or from where the data is returned, as the case may be. 

 

14.  Has the company’s Information Governance Maturity been assessed? 

To determine the current versus ideal state of POPIA Compliance we recommend the 

company assess its Information Governance Maturity. 

 

15.  Does the company have a Privacy Notice? 

An easy to understand Privacy Notice should be drafted and available for every company 

collecting and processing personal information of individuals. 
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