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1. Introduction
JL Swim School is committed to protecting the privacy and security of personal data. This Privacy and Data Protection Policy explains how we collect, store, and use personal information provided by students, parents/guardians, staff, and other individuals associated with the swim school, in accordance with the General Data Protection Regulation (GDPR) and Data Protection Act 2018.

2. Purpose of the Policy
The purpose of this policy is to:
	• Inform individuals of their rights and how their personal data is handled.
	• Ensure compliance with data protection laws and best practices.
	• Protect the confidentiality, integrity, and availability of personal data.

3. Scope
This policy applies to:
	• All personal data collected by JL Swim School in the course of business operations.
	• All staff, students, parents/guardians, and any other individuals whose personal data is processed by JL Swim School.
	• All methods of data collection, storage, and processing (including physical and digital formats).

4. Definitions
	• Personal Data: Any information relating to an identified or identifiable natural person. This includes names, contact details, date of birth, medical information, and other personal identifiers.
	• Processing: Any operation performed on personal data, such as collection, storage, modification, retrieval, or deletion.
	• Data Subject: The individual to whom the personal data pertains (e.g., a student, parent/guardian, or staff member).
	• Data Controller: The entity (in this case, J L Swim School) responsible for determining the purposes and means of processing personal data.
	• Data Processor: A third party that processes personal data on behalf of the data controller.

5. Data Collection
We collect the following categories of personal data in relation to the services we provide:
	• For Students:
		○ Full name
		○ Date of birth
		○ Gender
		○ Contact information (email, phone, address)
		○ Emergency contact details
		○ Medical information (allergies, medical conditions, etc.)
		○ Swimming history and ability
		○ Parent/guardian details (if applicable)
	• For Parents/Guardians (if applicable):
		○ Full name
		○ Contact information (email, phone, address)
		○ Emergency contact information
		○ Payment details
	• For Staff:
		○ Full name
		○ Contact information
		○ Employment history and qualifications
		○ Emergency contact details
		○ Bank details (for salary purposes)
		○ Health and safety information (e.g., first-aid certifications)
	• For Website Visitors:
		○ IP address
		○ Browser type and version
		○ Referring website (where applicable)
		○ Cookies (for site performance and analytics)
We collect this information directly from individuals when they register for swim lessons, apply for jobs, or visit our website.

6. Legal Basis for Data Processing
JL Swim School processes personal data based on one or more of the following legal bases:
	• Consent:
We process personal data based on explicit consent provided by the data subject (e.g., when a parent/guardian registers a child for swim lessons).
	• Contractual Necessity:
Processing of personal data is necessary for the performance of a contract (e.g., providing swimming lessons, processing payments, etc.).
	• Legal Obligation:
We process personal data to comply with legal obligations, such as keeping records for tax purposes or responding to requests from law enforcement.
	• Legitimate Interests:
We may process data based on legitimate interests, such as ensuring the safety of students or improving our services. However, we will always ensure that individuals' rights and interests are protected.

7. Data Retention
JL Swim School will retain personal data only for as long as necessary to fulfill the purpose for which it was collected or as required by law. After this period, the data will be securely deleted or anonymised.
	• Student Data:
Personal data of students will be retained for as long as they remain active customers of the swim school, plus a period of 2 years in accordance with legal or contractual requirements.
	• Staff Data:
Personal data of staff members will be retained during their employment and for a period of 5 years following the end of employment for tax and legal compliance purposes.
	• Website and Marketing Data:
Data related to website visitors or individuals who have signed up for marketing materials will be retained until the individual unsubscribes or requests removal.

8. Data Sharing and Disclosure
We do not sell or rent personal data to third parties. However, JL Swim School may share personal data with the following categories of recipients:
	• Service Providers and Partners:
We may share personal data with third-party service providers who assist with running the swim school (e.g., payment processors, email service providers, and cloud storage providers). These third parties are required to handle personal data in accordance with applicable data protection laws.
	• Emergency Services:
In the event of an emergency, we may disclose personal data to medical or emergency personnel for the purpose of ensuring the safety and health of students or staff.
	• Legal and Regulatory Bodies:
We may disclose personal data to law enforcement agencies or regulatory bodies if required to comply with legal obligations.
We ensure that any third-party service providers have adequate data protection measures in place and that personal data is processed securely.

9. Data Security
We implement appropriate technical and organizational measures to protect personal data from accidental loss, misuse, or unauthorized access. This includes:
	• Encryption of sensitive data
	• Secure servers and networks
	• Regular staff training on data protection
	• Access controls to restrict data access to authorized personnel only
Despite our best efforts, no data transmission or storage system can be 100% secure. If we become aware of a data breach that may impact your personal data, we will notify you promptly in accordance with GDPR requirements.

10. Rights of Data Subjects
Under GDPR, individuals have the following rights regarding their personal data:
	• Right to Access:
You have the right to request access to the personal data we hold about you.
	• Right to Rectification:
You have the right to request the correction of inaccurate or incomplete personal data.
	• Right to Erasure:
You have the right to request the deletion of your personal data, subject to certain conditions.
	• Right to Restrict Processing:
You have the right to request the restriction of processing of your personal data in certain circumstances.
	• Right to Data Portability:
You have the right to request a copy of your personal data in a structured, commonly used format, so that it can be transferred to another service provider.
	• Right to Object:
You have the right to object to the processing of your personal data in certain situations, including for direct marketing purposes.
	• Right to Withdraw Consent:
If we are processing your personal data based on your consent, you have the right to withdraw that consent at any time.
To exercise any of these rights, please contact us. We will respond to requests in accordance with applicable data protection laws.

11. Cookies and Tracking Technologies
Our website may use cookies or similar tracking technologies to enhance user experience and collect data about site usage. Cookies help us analyse trends, track visitors' movements, and improve our website’s functionality.
You can control the use of cookies through your browser settings. However, disabling cookies may affect your ability to use certain features on our website.

12. Changes to the Policy
JL Swim School reserves the right to update or amend this Privacy and Data Protection Policy from time to time. Any changes will be communicated to our staff, students, and parents/guardians. The most current version of this policy will be available on our website.

Signed by:

Luan and Jenna, The Directors
JL Swim School
Date: August 2025
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