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1. Introduction

Bidvest Life Limited (The Company ) is a licensed Life Insurance Company and authorised Financial Services Provider in terms of the
Insurance Act No. 18 of 2017 and the Financial Advisory and Intermediary Services Act, No. 37 of 2002 (FAIS). The Company offers a variety of
life insurance products to meet a number of customer needs.

The Promotion of Access to Information Act No.2 of 2000 (PAIA) gives effect to the constitutional right of access to any information held
by any public or private body that is required for the exercise or protection of any rights. The Act sets out the procedures attached to
such request. This manual also complies with the Protection of Personal Information Act No. 4 of 2013 (POPIA).

Section 9 of the Act, however, recognises that such right to access to information is subject to certain justifiable limitations, for instance
limitations aimed at:

« The reasonable protection of privacy

« Commercial confidentiality and

« Effective, efficient and good governance

Section 51 of the Act obliges private bodies to compile a manual, which would assist a person to obtain access to information held by the
private body and stipulates the minimum requirements a manual has to comply with.

The purpose of this manual is therefore to inform a person on how to obtain access to records held by The Company and thus giving
effect to Section 51 of the Act.
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4. Categories of records of the company which are available without a person having to request access

All information which is housed in the public area of our website, is automatically available which can be accessed by you, subject to our
website disclaimer, without having to go through the formal PAIA request process.

This information is available on our website www.bidvestlife.co.za.

Category of records Types of the record Available on website Available upon request

Insurance Products General overview of products Can be viewed only Submit a request to be contacted
available

5. Description of the company records which are available in accordance with legislation

The Company is subject to many laws and regulations, some of which require us to keep certain records.
This information is available on our website www.bidvestlife.co.za.

Category of records Applicable Legislation

Disclosure Notice Financial Advisory and Intermediary Services Act 37 of 2002

PAIA Manual Promotion of Access to Information Act 2 of 2000

Conflict of Interest Management Policy Financial Advisory and Intermediary Services Act 37 of 2002

Complaints Guideline Long-term Insurance Act 52 of 1998

Complaints Resolution Policy Long-term Insurance Act 52 of 1998

Protection of Personal Information Privacy Notice Protection of Personal Information Act No.4 of 2013 )

6. Description of the subjects on which the company holds records and categories of records held on each subject

The following information and records listed below, are not automatically available and a person has to request access to these records
by completing a request for information in the prescribed manner as described under this manual.

Subjects on which the company holds records Categories of records

Companies Act and Related Records » Documents of Incorporation

* Memorandum of Incorporation

* Trust Deeds

* Minutes of Board of Directors meetings and General Meetings

» Written Resolutions

« Records relating to the appointment of directors / auditors / company
secretary / public officer and other officers

* Share Register and other Statutory Registers; and other Statutory Records

Financial Records « Annual Financial Statements
* Tax Returns

* Accounting Records
 Banking Records

« Bank Statements

« Electronic Banking Records
* Asset Register

 Rental Agreements

* Invoices
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Subjects on which the company holds records Categories of records

Income Tax Records * PAYE Records

« Documents issued to employees for income tax purposes

« Records of payments made to SARS on behalf of employees
« All other statutory compliances

* VAT

« Skills Development Levies

« UIF and

* Workmen’'s Compensation

Human Resources Documents and Records * Employment contracts

» Employment policies and procedures

» Employment Equity Plan

 Medical Aid records

 Pension Fund records

« Internal evaluations and disciplinary records
« Salary records

« Disciplinary codes

* Leave records

* Training records and manuals

* Operating manuals

« Personal records provided by personnel

« Other statutory records and related correspondence

Other « Administration

« Information Technology

* Insurance

« Intellectual Property

* Movable and Immovable Property
 Operations

* Third Parties

 Medical and Health information
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7. Processing of personal information

7.1. Purpose of Processing Personal Information

We are permitted by POPIA to process health related information for assessing the risk to be covered and where you have not objected to
such processing and in other circumstances such as the enforcement of contractual rights and obligations and where it is necessary for
the performance of an insurance agreement. We disclose when processing your personal information, and special personal information
including health related information, we are required by the Protection of Personal Information Act (POPIA) to take appropriate,
reasonable, technical and organizational measures to ensure its integrity and confidentiality and to process it in a lawful manner. We disclose
health related information to organisations such as medical professionals, service providers and reinsurers in order for us to comply with our
obligations relating to policy and claims processing and such disclosures are made subject to a written agreement obliging the recipient to
comply with all the requirements of POPIA.

7.2. Description of the categories of Data Subjects and of the personal information relating thereto

Categories of Data Subjects Personal Information that may be processed

Policyholders and contracting parties Names, address, contact details, registration numbers or identity numbers, employment status,
bank details, health information and confidential correspondence.

Intermediary / Advisor Names of contact persons, name of legal entity, physical and postal address and contact details,
financial information, registration number, founding documents, tax related information, authorised
signatories, beneficiaries, ultimate beneficial owners.

Contracted Service Providers Names of contact persons, registration, vat, address, and bank details. Founding documents,
authorised signatories and tax related information.

Employees, Directors, Potential Employees, Gender, pregnancy, marital status, race, age, language, education information, financial information,
Shareholders, Employees’ Family Members and employment history, ID number, next of kin, children's name, gender, age, physical and postal
Temporary Staff: address, contact details, opinions, criminal behaviour and/or criminal records, well-being, trade

\ union membership, external commercial interests and medical information. /
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8.1.

8.2.

Categories of Data Subjects Personal Information that may be processed

Website end-users and Application end-users Names, electronic identification data: IP address; log-in data, cookies, electronic localization data;
cell phone details, GPS data.

7.3. The recipients to whom the personal information may be supplied

Category of personal information Recipient
Identity number and names, for criminal checks South African Police Services
Names and Surname checks for money laundering and counter UN Sanctions screening

terrorist financing

Qualifications, for qualification verifications South African Qualifications Authority
Credit and payment history, for credit information Credit Bureaus
Processing of health-related information, where is it necessary for the Medical professionals, Service Providers, Reinsurers

performance of an insurance agreement

Personal Information Management, Employees, Temporary Staff, Sub-contracted Operators,
Stakeholders and shareholders, and other recipients within the Company.
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7.4. Planned transborder flows of personal information

We may disclose personal information we process to any of our overseas third-party service providers, with whom we engage in
business or whose services or products we elect to use, including cloud services hosted in international jurisdictions. Personal
information may also be disclosed where we have a legal duty or a legal right to do so. We will in this regard, endeavour to enter into
written agreements to ensure that other parties comply with the POPIA and our confidentiality and privacy requirements.

7.5. Information Security Measures implemented by the Company to ensure the confidentiality, integrity and availability of the information
When processing personal information and special personal information including health related information, we are required by the
POPI Act to take appropriate, reasonable, technical and organisational measures to ensure its integrity and confidentiality and to
process it in a lawful manner.

These measures include:

* Firewalls

« Virus protection software and update protocols

* Logical and physical access control

* Secure setup of hardware and software making up our information technology infrastructure
« Outsourced service providers who are contracted to implement security controls

We retain personal information for no longer than is necessary for achieving the purpose for which it was collected. Thereafter it is
destroyed or irrevocably de-identified.

8. Availability of this manual

A copy of the Manual is available on request:

8.1.1. Email datacomplaints@bidvestlife.co.za

8.1.2. At the head office for public inspection during normal business hours

8.1.3. To any person upon request and upon the payment of a reasonable prescribed fee

A fee for a copy of the Manual, as contemplated in annexure B of the Regulations, shall be payable per each A4-size photocopy made.

9. Updating of the manual

The Head of Risk will on a regular basis update this manual.
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