
POLYWEST LTD. has adopted this Personal Information Protection Policy in compliance with the federal
Personal Information Protection and Electronic Documents Act (PIPEDA) and/or the provincial privacy
law Personal Information Protection Act (PIPA) (if applicable).

The protection of your personal information is important to us. We as a company are committed to
protecting the privacy of its stakeholders (esp. employees, and customers). This policy sets out how we
collect, use and disclose the personal information of our stakeholders. Our commitment is to maintain
the confidentiality of your personal information and to preserve your right to privacy.

For the purposes of this Privacy Policy, “Personal Information” does not include the name, title, business
telephone number of an employee or customer or any publicly available information such as that found
on business cards or websites.

The privacy policy will be periodically reviewed to make sure that it is changing with stakeholder
expectations and legal requirements. The 10 principles that we follow are included below:

1. ACCOUNTABILITY
The designated Privacy Officer for Polywest Ltd is responsible to ensure the organization’s compliance with
privacy legislation and PIPEDA. Contact info is below:

DANNY WONG, CMA
CONTROLLER
5711 PORTAGE AVE., HEADINGLEY , MB  R4H 1E7
T: (204) 924-8265  F: (204) 254-3000
dwong@polywest.ca

2. IDENTIFYING PURPOSES
The purpose of this policy is to preserve the privacy of employees and clients by outlining obligations and
procedures for dealing with personal, privileged and/or confidential information.
Polywest would require and collect the following information from customers:
Customer name, mailing address, telephone number, fax number, and email address for the purposes of
completing a credit application and setting up customer accounts for invoicing and mailing of account
statements. As well, this will allow for future correspondence and communication with our customer database
in the areas of new product information such as catalogs and promotions. We do not sell, rent, or authorize
access to any personal information about our customers to third parties, except by consent for validating
credit reference checks.

3. CONSENT
Polywest does not sell, rent, or authorize access to any personal information about our customers to third
parties, except by consent for validating credit reference checks. We may collect, use or disclose personal
information without consent in the case of an emergency where the life, health or security of an individual
is threatened.

4. LIMITING COLLECTION
The collection of personal information shall be limited to that which is necessary for the purposes identified
by Polywest Ltd. For customers, this is mainly limited to new accounts creation and credit reference checks.
For employees, this is limited for payroll purposes and employee records maintained by the Controller.

5. LIMITING USE, DISCLOSURE, AND RETENTION
Personal information shall not be used or disclosed for purposes other than those for which it was collected,
except with the consent of the individual or as permitted by law. Personal information shall be retained only
as long as necessary for the fulfillment of those purposes.
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6. ACCURACY
Personal information shall be as accurate, complete, and up-to-date as is necessary for the purposes for
which it is to be used.

7. SAFEGUARDS
Personal information shall be protected by security safeguards appropriate to the sensitivity of the Information.
All employee personal information is maintained by the Controller’s office which is locked and access is only
available to the President and Controller on site. All customer information and files are kept in locked cabinets
and any discarded private information is shredded.  Polywest periodically has outside confidential shredding
and recycling services performed.
All employees and customers are aware of our privacy practices.
• We have developed and continue to enhance security procedures to safeguard and protect personal
information against loss, theft, unauthorized disclosure, copying, and unauthorized use or modification.
• We maintain appropriate safeguards and security procedures that reflect the types of documents, including
electronic or paper records. Organizational measures taken include security clearances and limiting access
on a “need-to-know” basis. Technological measures include the use of passwords and encryption.

8. OPENNESS
Polywest shall make readily available to individuals specific information about its policies and practices
relating to the management of personal information. Our privacy policy is available on our website @
www.polywest.ca. Questions regarding our Privacy Policy can be directed to our Privacy Officer:

DANNY WONG, CMA
CONTROLLER
5711 PORTAGE AVE., HEADINGLEY , MB  R4H 1E7
T: (204) 924-8265  F: (204) 254-3000
dwong@polywest.ca

9. INDIVIDUAL ACCESS
Upon request, an individual shall be informed of the existence, use, disclosure of his or her personal
information and shall be given access to that information. An individual shall be able to challenge the accuracy
and completeness of the information and have it amended as appropriate.

10. CHALLENGING COMPLIANCE
An individual shall be able to address a challenge concerning compliance with the above principles to the
Privacy Office note above which is accountable for Polywest’s compliance.
(a) If you have a question or complaint regarding our privacy policies or procedures, you may contact:

DANNY WONG, CMA
CONTROLLER
5711 PORTAGE AVE., HEADINGLEY , MB  R4H 1E7
T: (204) 924-8265  F: (204) 254-3000
dwong@polywest.ca

(b) If you make an inquiry or lodge a complaint, and are not satisfied with the outcome of that, you may
challenge that outcome by writing a letter to our President, Ted Northam, requesting reconsideration of your
matter. The company’s commitment is to promptly open a dialogue with you.

(c)  If you are still not satisfied with the way in which a complaint was resolved or if you have questions about
the protection of personal information in Canada, we suggest that you contact the federal Privacy Commissioner:

OFFICE OF THE PRIVACY COMMISSIONER
112 KENT ST
OTTAWA, ON
K1A 1H3
WWW.PRIVCOM.GC.CA


