
 

 

 

 

Information Quality Policy 
(IQP2021-001-01) 

  

Table of Contents 
1. INTRODUCTION .......................................................................................................................................................................... 1 

2. PURPOSE........................................................................................................................................................................................... 1 

3. SCOPE ................................................................................................................................................................................................ 1 

4. POLICY .............................................................................................................................................................................................. 2 

5. AREAS AND TIMELINES .............................................................................................................................................................. 2 

6. RIGHTS RESERVED BY THE ORGANISATION .................................................................................................................... 2 

7. ENFORCEMENT AND POTENTIAL DISCIPLINARY ACTIONS ..................................................................................... 2 

8. POLICY AWARENESS AND UPDATE ..................................................................................................................................... 3 

9. EFFECTIVE DATE ........................................................................................................................................................................... 3 

 

1. INTRODUCTION 
1.1. Woodridge College and Preparatory School (“Woodridge”) collects, processes, stores and archives 

personal information as this term is defined in the Protection of Personal Information Act 4 of 2013 

(“POPIA”) in various facets of its business. 

1.1. The information quality principal is one of the 8 (Eight) lawful processing principals set out in POPIA. 

1.2. Certain areas of the business, in particular where the completeness and accuracy of personal information is 

vital, require that such personal information be updated on a regular basis. 

 

2. PURPOSE 
2.1. This information quality policy (“Policy”) identifies the areas within Woodridge where personal information 

needs to be kept complete, accurate and up to date and where Woodridge must ensure that such 

information is not misleading. 

 

3. SCOPE 
3.1. This Policy applies to all (i) employees, (ii) contractors, (iii) visitors, and / or (iv) other persons authorised 

to access and use Woodridge systems (“Users”). 

3.2. Unless the contrary is specified, to the extent that any terms used in this Policy are defined in POPIA, such 

terms will be given the meaning ascribed to them in POPIA. 
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4. POLICY 
4.1. Woodridge must and will update personal information on a regular defined timeline that will ensure that all 

personal information that is processed by Woodridge is complete, accurate and up to date. Such updates 

will also assist in ensuring that any personal information is not misleading. This procedure will facilitate 

compliance of Woodridge with the information quality principle of lawful processing set out in POPIA. 

4.2. When reference is made to personal information being “complete” in this Policy, Woodridge will seek to 

ascertain whether all relevant data pertaining to personal information is captured on the Woodridge 

systems. In determining whether personal information is accurate, Woodridge will put processes in place in 

order to validate such information. For example, validation rules can be applied to ensure that there are no 

numbers in the name and surname fields provided in relation to a data subject, and likewise that there are 

no letters in the telephone number fields provided in relation to a data subject. 

4.3. The purpose of collecting and processing the personal information by Woodridge will be kept in mind when 

determining the timeline for updating such information. 

 

5. AREAS AND TIMELINES 

1.3. The following has been identified by Woodridge as areas requiring compulsory, regular updates to personal 

information processed by Woodridge. The timelines required for updates are also set out below: 

1.3.1. Woodridge human resource and payroll system contains personal information (much of which is 

sensitive in nature) and such information must be updated every 3 (Three) months by way of 

questionnaire to Users who are employees of Woodridge; 

1.3.2. Creditors added to any system may contain personal information and must be updated every 12 

(Twelve) months; and 

1.3.3. Parents added to any system may contain personal information and must be updated every 12 (Twelve) 

months; and 

1.3.4. Students added to any system may contain personal information and must be updated every 12 

(Twelve) months; and 

1.3.5. Debtors added to any system may contain personal information and must be updated on an ad hoc 

basis, as and when required. 

 

6. RIGHTS RESERVED BY THE ORGANISATION 

Woodridge reserves the right to monitor, audit, screen, and preserve Woodridge information as Woodridge 

deems necessary, in its sole discretion, in order to maintain compliance with this Policy and, by extension, all 

relevant provisions of POPIA. Any dissemination, unauthorised use or benefit from any Woodridge information 

by a User in contravention of this Policy may result in disciplinary action being taken against such User by 

Woodridge. Furthermore, the use of any account or system in such a way that breaches any of the provisions of 

this Policy will be reported to the appropriate supervisor or manager within Woodridge, which may lead to 

further disciplinary action being taken. 

7. ENFORCEMENT AND POTENTIAL DISCIPLINARY ACTIONS  
Any violation of this Policy may result in disciplinary action being taken against the User in question. Such 

disciplinary action will be taken in accordance with applicable Woodridge disciplinary code, and may include 

the (i) termination of employment in relation to employees of Woodridge, or (ii) cancellation or termination 

of contractual relations in the case of other Users, such as contractors or consultants. Notwithstanding the 

foregoing, should any authorised User fail to adhere to this policy, the individual will be dealt with as 

prescribed by the Woodridge disciplinary code and procedures. 
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8. POLICY AWARENESS AND UPDATE 

• Training and awareness:   The (i) requirement for, and (ii) a User’s obligation in terms of, this Policy will 

be explained in detail in the Woodridge induction program, in the case of employees of Woodridge. Further 

training and additional awareness regarding the Policy will be offered from time to time by Woodridge. 

Woodridge will specifically make Users who are not employees of Woodridge aware of the Policy. 

• Dissemination: This Policy will be made available on the Woodridge website, network, intranet or similar 

portals. 

• Review:  This Policy will be reviewed from time to time in order to ensure ongoing compliance with 

POPIA, but such revisions will take place at least annually. More frequent review may be required in 

response to (i) exceptional circumstances, (ii) organisational change, or (iii) relevant changes in legislation or 

guidance. 

 

9. EFFECTIVE DATE 
 The effective date of this Policy is 01 July 2021 

 


