
 

 
THE KAAP AGRI BEDRYF EMPLOYEE AND FARM WORKER BEE TRUST PRIVACY POLICY 

 
THE KAAP AGRI BEDRYF EMPLOYEE AND FARM WORKER BEE TRUST, registration number 

IT99/2011 (“the Trust, we, us, it”). The Trust has its head office at 1 Westhoven Street, Paarl, Cape 
Winelands, Western Cape, 7646 

 
Protecting the privacy of beneficiaries, suppliers and employees is important to the Trust. We however 
have to collect information in order to process all applications for financial assistance, including but not 
limited to, grants and loans. The following information will help you understand the purposes for which the 
Trust will collect, store and use your information. We will keep your information confidential and will only 
share your information if we are legally required to do so, if we must do so in order to fulfil our agreement 
with you or if you have given your consent. 
 

1. WHAT THIS NOTICE IS ABOUT 

We want you to understand 
who you are sharing your 
information with, what kind of 
information we are collecting 
and how we use the 
information. 
 

In your dealings with the Trust we will obtain information about you to 
process all applications for financial assistance, including but not limited 
to, grants and loans. We want you to know exactly what information this 
is and why we need it. 

The Protection of Personal 
Information Act protects you. 

Your personal information is protected by the Protection of Personal 
Information Act (POPI). POPI prescribes how personal information must 
be collected, used and stored in order to protect the information and 
your privacy.  

What is personal information? Personal information is any information relating to an identifiable, living 
individual or business. It includes: 

• Identifiers such as: a name, identity number, staff number, 
account number, tax number, physical address  or any other 
‘assignment’ to the person used to identify them. 

• Demographic information such as: race; gender; sex; 
pregnancy; marital status; national, ethnic or social origin; 
colour; sexual orientation; age; physical or mental health or well-
being; disability; religion; conscience; belief; culture; language 
and birth.   

• Financial information such as: bank and other account numbers, 
bank statements, salary information, financial statements.  

• Usernames and passwords.  

• Background information such as: education, financial, 
employment, medical, or criminal  history.  

• Biometric information: this refers to techniques of identification 
that is based on physical, physiological or behavioural 
characterisation such as blood typing, fingerprinting, DNA 
analysis, retinal scanning and voice recognition.  

• A person’s personal opinions, views and preferences. 

• Correspondence sent by the person that is of a private or 
confidential nature and any further correspondence that would 
reveal the contents of the original correspondence. 

• Views or opinions about a person (such as interview notes and 
preferences).  



 

This privacy notice is part of 
our agreement with you.  

This privacy notice forms part of the Trust’s agreement with you. If you 
are a beneficiary you  should read it along with the terms and conditions 
under which financial assistance, including but not limited to, grants and 
loans had been granted to you.  If you are an employee of the Kaap 
Agri Group or any of its subsidiaries you should read it along with your 
contract of employment.  

This notice may change from 
time to time. 

From time to time we may have to amend this notice, for example, to 
accommodate changes in our services or if legal requirements change.  

2. WHO YOU ARE SHARING YOUR INFORMATION WITH 

You are sharing your 
information with the Trust.  

You are sharing your information with the Trust. 

You may also be giving your 
information to associated 
institutions. 

Depending on your request for assistance from the Trust, , if you are a 
beneficiary and/or an employee of the Kaap Agri Group or any of its 
subsidiaries, you may also be sharing your information with trustees of 
the Trust. They are also committed to keeping your information 
confidential. 

We only share your personal 
information with companies 
who  help us to provide our 
services to you and who have 
agreed to keep the personal 
information secure, confidential 
and to only use it for authorised 
purposes. 

Your privacy is important to us, which is why we will never release your 
personal details to any company outside the Trust and its associated 
institutions. We treat your information as confidential and keep it 
secure.  
We do make the use of other employees of the Kaap Agri Group or any 
of its subsidiaries, who assist us in various specialised areas such as 
BBBEE verification, legal and compliance matters, and the like,  who 
we trust to assist us in providing financial assistance to beneficiaries. 
They have agreed to keep your personal information secure, 
confidential and to only use it for the purposes for which we have sent it 
to them.  

Sometimes, we are required by 
law to share your information. 

Sometimes we will be required by law to share your information. For 
instance, if you have a credit facility we may be required to share your 
information with the National Credit Regulator, various other service 
provider such as BBBEE verification agencies, credit bureaux and the 
South African Fraud Prevention Services.  



 

3. WHAT INFORMATION WE COLLECT AND WHY 

3.1 When you as a beneficiary 
make application for 
financial assistance to the 
Trust we would have 
collected your personal 
information to  process the 
application.  

 

When you submit an application for financial assistance with us we 
collect the necessary personal information to process the application, 
which may include: 

• Name 

• ID number 

• Date of birth 

• Nationality  

• Demographic information  

• Language 

• Contact details  

• Employment and salary advice details  

• Postal and residential address 

• Banking details 

• Financial information (including information collected during our 
affordability assessment) 

• Credit history & credit card details 

• Company registration documents 
We collect this information to ensure that we can successfully process 
and consider an application for you and to comply with all the legislation 
applicable to our business.   
This information is collected directly from you during the application 
process or when you apply for credit.  

3.2 If you already are in the 
employment of any of the 
companies within the Kaap 
Agri Group Group, we also 
collect your personal 
information. 

When you are an employee of the Kaap Agri Group we source 
information from the Hr Department so that we can assess your 
application properly. 
 

Some information is obtained 
from third parties. 

Some information, like your credit history, will be collected from third 
parties. We will not do this without your permission and you are entitled 
to check whether this information is accurate.  

We use your personal 
information to consider and 
process your application for 
financial assistance.  

If you are a beneficiary, we use your personal information to consider 
and process your application for financial assistance. This includes: 

• credit vetting and checking records at various learning 
institutions, 

• checking whether your salary meets the thresholds stated in the 
rules of the Trust, 

• assessment of information in the Kaap Agri Group HR 
department, financial services department, corporate affairs 
department, as well as various other committees, including but 
not limited to the homeloans committee, 

• for any other purposes relating to the provision of financial 
assistance, and 

• when we have a legal duty to use or disclose your information. 

Sometimes we are required by 
law to collect your information.  

Legislation such as the National Credit Act and the Financial 
Intelligence Centre Act and Broad Based Black Economic 
empowerment Act requires us to collect your personal information.  



 

Your information is obtained 
when you make use of our 
facilities and services. 

 

We use your information for 
administration and support. 

 

We may market to you, if you 
have given us your consent. 

We, from time to time provide information to beneficiaries via e-mail or 
otherwise, such as information relating to the marketing of the Trust. 
You will be asked whether you want to receive it and will be able to 
unsubscribe at any time.  

Your information is used for 
research purposes. 

 

We collect information while 
you use our website.  

When you visit www.kaapagri.co.za we collect standard information 
about your internet connection and website use. We use this 
information to help us improve our website and online services.  
The type of information we collect includes the URL you came from, IP 
address, domain type, browser type, the country and telephone code 
where your device is located, the web pages viewed during your visit, 
the advertisements you clicked on, and any search terms you entered 
on our website (user information).  

We use cookies to optimise 
your website experience, but 
you can opt out. 

A cookie is a small piece of information stored by your browser on your 
device. It may contain some personal details, and date and time 
information in an encrypted format, which can be recalled when you 
return to the website. This speeds up our identification, ordering and 
delivery processes.  
We use cookies to identify the device you use to connect to our 
website. We use anonymous cookies to collect data about how you use 
our website, so that we can improve and optimise your website 
experience.  

Our facilities are monitored by 
CCTV cameras. 

Our facilities are monitored by CCTV cameras for public safety and 
crime prevention. 

4. YOUR RIGHTS AND PREFERENCES 

You have the right to know 
what personal information we 
have about you, to correct it 
and to opt out of any marketing. 

You have the right to: 

• ask what personal information we hold about you; 

• ask what information was sent to our suppliers, service 
providers or any other third party;  

• ask us to update, correct or delete any out-of-date or incorrect 
personal information we hold about you; 

• unsubscribe from any direct marketing communications we may 
send you;  

• object to the processing of your personal information.  
It can take us up to 21 days to respond to your request.  
You can request access to the information we hold about you or correct 
your personal information by contacting the secretary of the Trust. In 
certain cases we may require proof of your identity. Changes to some 
of your information may be subject to additional requirements such as 
valid proof of residence. 

http://www.kaapagri.co.za/


 

5. SECURITY 

We take your privacy and the 
security of your personal 
information seriously. 

We have implemented reasonable security safeguards to protect the 
personal information that you provide. For example, we regularly 
monitor our systems for possible vulnerabilities and attacks. But no 
system is perfect and we cannot guarantee that information may not be 
accessed, disclosed, altered or destroyed by breach of any of our 
physical, technical or managerial safeguards. 

Be careful when you e-mail 
personal information. 

Please note that any email you send to us is not encrypted and may be 
monitored by us. Please do not send us sensitive or confidential 
personal information by means of email. Instead contact our 
Transformation Manager 

We will inform you if your 
privacy is ever compromised. 

Although we cannot prevent all security threats, we have measures in 
place to minimise the threat to your privacy should something happen. 
We let you know of any breaches which affect your personal 
information.  

6. LIABILITY  

It is not the intention of this Policy to place more liabilities and responsibilities on the Trust or it’s trustees 
than is contained in the governance documentation of the Trust or the Protection of Personal Information 
Act, 4 of 2013. In the event that any provision contained in this Policy is more onerous or places greater 
liability on the Trust, the board or trustees, it is regarded as of no force or effect. 

7. OWNERSHIP OF RECORDS 
 

7.1 All records, irrespective of format (i.e., paper and electronic, including e-mails and other records) 
created or received by Trust in the course of their duties, are the property of the Trust and 
subject to its overall control. 
 

7.2 Trustees and Employees resigning from the Trust or the KA Group or changing positions, as part 
of their handover duties are required to hand over all the records which fall under their control, to 
their line manager, or the head of their department , or where a successor has been appointed to 
such successor. 

 
8. GENERAL DUTIES: CONFIDENTIALITY, INTEGRITY AND SECURITY OF RECORDS 

 
8.1 In order to safeguard, secure and ensure the confidentiality and integrity of all records, the Trust 

must: 
 

8.1.1 identify all reasonably foreseeable internal and external risks to all records in its possession or 
under its control; 
 

8.1.2 document the identified risks;  
 

8.1.3 establish, in response to the identified risks, reasonable technical and organizational measures 
across all areas where records are held or stored, including electronic and physical mediums; 

 
8.1.4 implement and maintain all approved and required measures across all areas where records 

are held or stored, including electronic and physical measures, all which are designed to 
minimise the risk of loss, damage, unauthorised destruction and / or unlawful access of 
records; 

 
8.1.5 regularly verify that these measures are effectively implemented; and  

 
8.1.6 ensure that the measures are continually updated in response to new risks or deficiencies in 

previously implemented measures and safeguards, which measures include, where 
appropriate, among others, the following: 



 

 
8.1.6.1 ongoing efforts to ensure the long-term confidentiality, integrity, availability and resilience of 

records housed within the Trust environment; 
 

8.1.6.2 applications and processes which have the ability to rapidly restore the availability of and 
access to records in the event of a tangible or technical incident; and 

 
8.1.6.3 procedures for the regular review, assessment and evaluation of the effectiveness of the 

technical and organizational measures taken to ensure the security of records, including 
regular information technology security audits.  

 
8.2 The duty to ensure security, privacy, confidentiality and integrity of records starts when the 

record is created and will continue until the record is no longer required and is destroyed 
following the expiration of any retention or archive period.  
 

8.3 In order to give effect to the above, all employees of the Kaap Agri Group must:  
 

8.3.1 keep all records, safe, secure and confidential and ensure that the confidentiality and security 
of all records is maintained at all times; 
 

8.3.2 identify all reasonably foreseeable internal and external risks to records which are in their 
possession or under their control; 

 
8.3.3 establish and maintain appropriate safeguards against the risks identified; 

 
8.3.4 regularly verify that the safeguards are effectively implemented;  

 
8.3.5 ensure that the safeguards are continually updated in response to new risks or deficiencies in 

previously implemented safeguards; 
 

8.3.6 not attempt to circumvent any administrative, physical or technical measures which the Trust 
has implemented in order to safeguard records and to minimise, the risk of loss, damage, or 
unauthorised access thereto, or the unauthorized destruction of such records; and  

 
8.3.7 ensure that prescribed security measures and controls are implemented or where instructed 

followed to prevent all and any unauthorised access to records, or the accidental deletion of 
records. 

 
9. CREATION OF RECORDS  

 
9.1 In order to ensure the safety, confidentiality and integrity of all records, employees of the Kaap 

Agri Group must ensure that:  
 

9.1.1 all activities and communications concerning the Trust are reduced to writing and retained in a 
record, which record may either be electronic or paper based; 
 

9.1.2 each record created is housed in a folder, being a storage area, either electronic or paper 
based; 

 
9.1.3 all folders and records must be classified according to subject matter or type: for example, 

financial records, tax records, company contracts etc and following such classification each 
folder and related records housed therein must be given an appropriate title or folder name 
which must be done in a consistent and logical manner so that all folders and records can be 
located, identified and retrieved as quickly and easily as possible; 



 

 
9.1.4 once a record and/or folder has been opened, the details pertaining to such folder and record 

(s) housed therein must be recorded in the document classification, management and retention 
register including the following details: 

 
• the name of the folder and related records; 
• format of the folder and related records; 
• where the folder housing the records is stored including physical or electronic 

location/server/archiving system etc.); 
• type of personal information housed in the record;  
• classification of the folder or record;  
• who has access to the folder and the records; 
• status of the folder and the records; 
• retention period pertaining to the folder and/or records; and  
• destruction details pertaining to the records housed in a folder; 

 
9.1.5 the respective department who they fall under must have a department document 

classification, management and retention register, which houses all the details of the records 
and folders which are held in that department, which must be reviewed monthly by the 
respective department head to ensure compliance with this policy; 
 

9.1.6 all folders and records must be stored and saved in a way that allows employees to easily 
locate and retrieve the file or folder, which location details must be clearly described in the 
document classification, management and retention register; and  

 
9.1.7 upon termination of employment, or change of job roles or responsibilities of employees in 

relation to the Trust, the affected line manager responsible for such employee must ensure 
that all access rights to any Trust folders or records is removed immediately and that all Kaap 
Agri Group assets used to access the folders and/or records are returned to the Kaap Agri 
Group, and that all physical access rights to the Kaap Agri Group premises and facilities held 
by such persons are revoked or cancelled. 

 
10. RECORDS MANAGEMENT DUTIES: STORAGE  

 
10.1 In order to ensure the confidentiality and integrity of all paper-based records which are held by 

the Trust, and in order to safeguard and secure these records, employees must ensure that all 
paper-based records:  
 

10.1.1 which are housed in physical storage areas are labelled and the details recorded in the 
department records register; 
 

10.1.2 when in use, are not left around for others to access, and are not left in places where persons 
can view the contents e.g., on a printer or on unmanned desks; 

 
10.1.3 are stored securely when not in use, in folders, which in turn are placed in locked boxes, 

drawers, cabinets, or similar structures or containers; 
 

10.1.4 that only employees who are required, on an operational and need to know basis are given 
access to such records and/or folders; and  

 
10.1.5 are only removed from the Kaap Agri Group premises with the prior approval of one’s line 

manager and that such removal is recorded in the department records register and document 
classification, management and retention register and when removed off site, such records are 
safeguarded and kept confidential; 



 

 
10.2 In order to ensure the confidentiality and integrity of all electronic records which house or contain 

personal information, which are held by the Trust, and in order to safeguard and secure these 
records, employees must ensure that: 
 

10.2.1 they comply with all applicable Kaap Agri Group information polices and procedures, especially 
the Kaap Agri group information technology end user policy; 
 

10.2.2 all electronic records are stored and housed on the Kaap Agri Group servers which are 
protected by approved security software, and one or more firewalls under the direction of the 
Kaap Agri Group IT Manager and where transferred or uploaded to cloud computing services 
from computers, devices and applications, that these services have been approved by the 
Kaap Agri Group IT Manager; 

 
10.2.3 all devices where electronic folders and/or records are stored, are password protected and that 

passwords are not written down or shared, irrespective of seniority or department, which 
passwords must be strong passwords which are changed regularly. If a password is forgotten, 
it must be reset using the applicable method; 

 
10.2.4 all network devices and drives where electronic folders and records are stored have access 

control measures in place; 
 

10.2.5 electronic folders and records are not stored on mobile devices and removable media, which 
includes, but is not limited to: smart phones, tablets and IPads, Digital media, USB sticks, 
external hard drives, CDs, DVDs, memory cards, tapes, unless the content of such record (s) 
is encrypted and the device is password protected; 

 
10.2.6 where one needs to use and access the contents of an electronic folder or record, off site, 

which will not be accessed using Kaap Agri Group secured servers, and which will be 
downloaded on to portable device for off-site working purposes, such person must:  

 
10.2.6.1 explain and justify the operational need for the removal in relation to the volume and 

sensitivity of the personal information; 
 

10.2.6.2 obtain authorisation in writing from one’s department head or line manager for the removal; 
 

10.2.6.3 only remove the folders and/or records or parts thereof which are necessary for one’s 
immediate needs; 

 
10.2.6.4 ensure that the removal is recorded in the department records register and document 

classification, management and retention register; 
 

10.2.6.5 where possible and feasible, ensure that the personal information which is to be removed is 
strongly encrypted; and 

 
10.2.6.6 ensure that the removed folder and/or record, once dealt with is deleted from the portable 

device; 
 

10.2.7 all electronic records are regularly backed up using the Kaap Agri Group provided systems and 
applications and in accordance with backup protocols. Such backups will be tested regularly in 
line with the Kaap Agri Group’s standard backup procedures and protocols under the direction 
of the IT Manager; 
 

10.2.8 all device screens, when not in use are always locked especially when left unattended; 



 

 
10.2.9 electronic records are only transmitted over secure networks, including wireless and wired 

networks. 
 
11. RECORDS MANAGEMENT DUTIES: RETENTION AND DISPOSAL OF RECORDS  

 
11.1 folders and records must not be retained any longer than is necessary for achieving the purpose 

for which the Record was created, unless the longer retention of the folder or record: is required 
or authorised by law or contract or is required by the Kaap Agri Group for lawful purposes related 
to its functions or activities. 
 

11.2 Records may be retained indefinitely for historical, statistical or research purposes provided that 
the Trust has established appropriate safeguards to safeguard such records and prevent them 
from being used for other purposes. 

 
11.3 Each Kaap Agri Group department will be responsible for the correct management of their 

folders and records, including the closing and archiving of these records when they are no longer 
needed, which responsibility in turn will be passed down automatically to each person in such 
department who has folders and records under their control, who will to this end and on an 
ongoing basis ensure that they manage the respective life cycles of any folders and records 
under their control. 

 
11.4 When a matter which is detailed and documented under a folder/record (s) has come to the end, 

employees in charge of such matter must: 
 

11.4.1 ensure that that matter has come to an end and that the purpose for using the record has 
expired; 
 

11.4.2 formally close the matter and record the date when the record has come to an end in the 
records register and document classification, management and retention register and in a 
department records retention register, as this helps delineate the beginning of any applicable 
retention period; 

 
11.4.3 where further processing of the record is anticipated, then the record should not be closed but 

should be retained for the requisite period anticipated; 
 

11.4.4 where the record houses information which may be used for research, statistical or other 
resource purposes then the record should be retained and placed in a Kaap Agri Group 
research, statistical or other resource purposes knowledge management system, where it can 
be accessed when necessary or required; 

 
11.4.5 appropriately classify their communications into records and non-records according to their 

content and importance, which non-records should be destroyed once they are no longer 
needed, and as a bare minimum, purged from the file before archiving. This activity will avoid 
cluttering the file with unnecessary data and to make file review upon closing a matter less 
time-consuming; 

 
11.4.6 indicate and record in the department retention register, the details of the folder and record (s) 

which have been closed, the date of the closure and the retention period;  
 

11.4.7 take note that where possible all archived records must be maintained in electronic form. 
Following this all-paper records must be scanned and converted to electronic formats through 
use of digital scanners, allowing these records to be stored electronically; 

 



 

11.4.8 that records needed for reference or to demonstrate regulatory compliance should be kept in 
easily accessible locations and formats; 

 
11.4.9 move the closed folder or record into to a dedicated archive storage area where the folder or 

record will be retained for the prescribed retention period; 
 

11.4.10 ensure that archived folders and records are only archived in secure storage media; 
 

11.4.11 ensure that only authorized employees should be granted physical and system-based 
access to archived folders and records;  
 

11.4.12 ensure that folders and records in archived areas are regularly backed up;   
 

11.4.13 ensure that any requests for changes of retention periods are made to one’s head of 
department and approved as such; and 
 

11.4.14 ensure that the archived folder and record(s) is held for the full retention period.  
 
12. DESTRUCTION  

 
12.1 At the end of the prescribed retention period, the party and/or department originally responsible 

for the archived folder and record (s) must review such folder and record (s) and the status re-
examined before the folder/record is approved for destruction. The purpose of re-examining 
records at the end of the retention period is to create an added safeguard against the 
inadvertent, or even unlawful, destruction of critical or relevant records. Having such a safeguard 
in place could mean the difference between compliance and potentially harmful sanctions or 
penalties. The designated reviewer should confirm that the folder/records are accurately marked 
for destruction and that there is no overriding reason to suspend the destruction process at that 
time. 
 

12.2 The most common basis for suspending the destruction process is the existence of a litigation 
hold; due to: a dispute between the company and its client and/ or another party about the 
underlying matter, or an actual or potential claim against the Kaap Agri Group and/ the Trust or 
the matter may also be under investigation by the government or authorities who have 
jurisdiction over the matter, such as the Competition Commission, Consumer Commission and/or 
SARS. In such circumstances, a legal hold will be issued by the legal department in respect of 
the record (s), and they will not be destroyed until that legal hold has been lifted.  

 
12.3 If folders and records have to be retained for a further period due to a special circumstance, the 

reason and approval for this exception should be documented in the archived file and recoded 
under the retention schedule, which should include a scheduled date for subsequent file review.  

 
12.4 Once the prescribed retention period in respect of an archived folder or record has expired, and 

the review above has been conducted, and no reasons for a legal hold exists, or any other 
reason for an extension to the prescribed archived period has been presented, then the 
responsible employee must:  

 
12.4.1 ensure that the folder or record is marked “for deletion or disposal”;  

 
12.4.2 ensure that before a folder or record is deleted or destroyed, the responsible department head 

obtains permission to delete or destroy said folder or record from the records manager and the 
information officer, which will be reflected in the relevant department records classification, 
management and retention register and the retention register; 

 



 

12.4.3 take note that each department, once approval for the deletion/destruction of the folder or 
record has been received, via the head of the department, will be responsible for the deletion 
or destruction of such archived folder or record unless instructed otherwise by the legal 
department, for example when there is a requirement to place the folder or record under a 
legal hold; 

 
12.4.4 ensure, where a request for discovery is received by the Trust and/or the Kaap Agri Group in 

connection with litigation, all organized and periodic record destruction activities in connection 
with the records which are required in terms of the discovery request, are immediately placed 
on hold until the Legal department determines whether these destruction activities jeopardize 
the record being sought for purposes of discovery in legal proceedings. These records should 
remain on hold until the legal proceedings have ceased. 

 
12.4.5 ensure, when a PAIA request for access to a record is received by the Trust and/or the Kaap 

Agri Group, and the information officer has called for the affected or implicated record, which 
has been closed and archived, that that all necessary steps must be taken to ensure that the 
relevant record is preserved in accordance to section 21 of the Promotion of Access to 
Information Act (PAIA); 

 
12.4.6 ensure that the legal hold or PAIA hold status where applicable is indicated under the relevant 

folder or record in the relevant records classification, management and retention register and 
destruction register; 

 
12.4.7 in the event of a legal hold or PAIA hold scenario, ensure that the affected folder or record is 

not destroyed, even if the retention period has expired; 
 

12.4.8 ensure that before any Folders and / or Records are destroyed, a written file destruction log is 
prepared, which should house the following details, which detail should be detailed in the 
Retention schedule:  

 
• the client or file name; 
• a brief description of the content of files destroyed; 
• the person who authorized destruction; 
• the date of destruction, and, if an outside vendor was used, the vendor that performed the 

service.  
 

12.4.9 ensure that where the approval for the deletion or destruction of a folder or file is received, that 
said folder and/or file (s) are permanently disposed of including all originals and reproductions 
(including both paper and electronically stored records); and 
 

12.4.10 ensure that the department head documents the destruction, including the date and mode 
of destruction, and other relevant details under the relevant department document 
classification, management and retention register and retention register.  
 

12.5 A certificate of destruction must be produced to record the reason for the destruction of the folder 
and record(s), to meet statutory and regulatory requirements. The certificate of destruction must 
contain the signatures of the office or department of origin, the employee who was in charge of 
the record or folder, the department head, the legal department and the head of department 
authorising the destruction of the records.  

 
12.6 Certificates of destruction must be retained indefinitely. 

 


