Communication Instructions

for the ministry’s Data Subject and the ministry’s Data Protection Officer
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This document is issued pursuant to the provision 11.B.4 of
the Personal Data Protection Law No. (24) of 2023.

Article 11.B.4

“Develop internal instructions for the receipt and examination of complaints,
and for Data access requests, as well as requests for correction, erasure,
hiding or transferring and make that available to the Data Subject in
accordance with the provisions of the law.”
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Establishing an official and structured process for communication between
the ministry’s DPO and data subjects in order to ensure that the data subjects’

rights are being addressed and managed in an effective, efficient, and secure .2023 4l
manner according to the Personal Data Protection Law No. (24) of 2023.
The Scope 1kl gl

These instructions apply to Data Subjects whose personal data is being
processed by the Ministry; including, the employees, the customers, the
suppliers, contractors, beneficiaries, or any other stakeholder.
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Abbreviations &l i)
Ministry: The Ministry of Digital Economy and Entrepreneurship. 330N 5 ol a8 5 ) 5 BIBE
DPO: The Ministry’s Data Protection Officer. 31050 A dpad Sl ULl Ales ) e sl yall
Definitions il i)
Data The natural person whose data is being processed.

Subject: A dalal) Al Aslles &35 A oandall (ad i) [l padldl)
DPO: The natural person appointed to supervise Data Bases and ALY 1y dadladll bl 2o @ e il il Garall aphall (addll (81l

Processing in accordance with the provisions of the Personal 2023 4l (24) @8 dpasidl) clibyll dlea ) 58

Data Protection Law No. (24) of 2023.
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Official Channel

The communication between the DPO and the data subjects shall o s S 3 Al e JLaiU 5150 () adiall dnan I sLE)

be conducted via the DPO official email. i . i il yally alall
DPO@modee.gov.jo DPO@modee.gov.jo

Confidentiality 4 )

Correspondences shall be treated with care and strict
confidentiality. Access to such correspondence shall be restricted to
the DPO and authorized personnel only.
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Regular Review

- The instructions shall be reviewed regularly and updated when
necessary.
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- The amendments shall be conducted in reference to any changes
to the Personal Data Protection Law No. (24) of 2023 in addition
to the recommendations raised by internal and/or external )
audits. ¥l J8 e dliall Gl cloadlly G3haadl) @l 8 e claladll ol daiad -
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- The instructions, with the related amendments and updates, N

shall be approved by the Secretary General.
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Communication
Procedure
(Cont’d)
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Response 48 tours

Timeframe Acknowledgment
of Receipt

60 Business Days

The resolution
requires extra
attention

30 Business Days

Final Response

The Data Subject shall be
notified within the 30 days
period.

P ) ekl g3 N
Jee am 30 Jsali ¥ B
ey




Communication
Procedure
(Cont’d)

Unresolved requests, inquiries, and complaints
exceeding the defined timeframe without a

justification shall be escalated to the SG.
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Request, inquiries, and complaints requiring a
cross-functional resolution; e.g., such requiring a
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technical or a legal advice, or HR involvement.
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3 High risk requests, inquiries, and complaints
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requiring the risk management involvement.
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The Data Subject can lodge a complaint or escalate
the request, inquiry, and complain to the Unit (the
regulatory unit competent with the protection of
Personal Data in the ministry).
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Identity

Verification

- The DPO shall verify the identity of the Data Subject with a request, an
inquiry, and a complaint containing personal data and / or sensitive
personal data. Accordingly, Data Subjects might be required to provide
additional information.

- Personal data and sensitive personal data are handled with close
attention and abide with the Personal Data Protection Law No. (24) of
2023 and the bylaws and instructions issued pursuant to it.

Records and

Logs

- A log of requests, inquiries, and complaints is kept for future reference
and is updated regularly. Such log illustrates the details of each request,
inquiry, and complaint with the related status.

- Requests, inquiries, and complaints with the associated
correspondences shall be retained for a period of a one year from the
date of the closure.
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Appendix (1)

Definitions Article (2)

Personal Data:

Sensitive

Personal Data:

Data:

Processing:

Any Data or information that relates to a natural person
and that is capable of identifying them whether directly
or indirectly regardless of the source or form of such
Data, including the Data that relate to their person, family
status, or places where such person exists.

Any Data or information that relates to a natural person
and which indicates for that person (whether directly or
indirectly), the origin or ethnicity, the political opinions or
affiliations, or the religious beliefs, as well as any Data
that relates to the financial position; health, physical,
mental, or genetic status; Biometrical Data, or the
criminal record of such person, or any information or
Data the Council resolves to consider sensitive if the
disclosure or misuse of such Data will lead to harm to
such Data Subject.

Personal Data and Sensitive Personal Data.

One operation or more, carried out in any form or means
with the purpose of collecting, recording, copying, saving,
storing,  organizing, refining,  exploiting,  using,
transmitting, distributing, or publishing Data, or linking
such Data to other Data, or otherwise making available,
transferring, displaying, concealing its identity, encoding
of, destroying, restricting, erasing, modifying, describing,
or disclosing such Data by any and all possible means.
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This document is available on the Ministry’s official website: Bos amdl adgall e dale clahdll ol
and is easily accessible. Ll J s sl g Gl pa
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