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1. Introduction
The Student Enrolment and Registration Policy for JL Swim School sets out the procedures and guidelines for enrolling students into swim lessons, ensuring that we maintain an organised, efficient, and safe environment for all participants. This policy applies to all new and returning students who wish to attend lessons at our swim school.

2. Purpose of the Policy
The purpose of this policy is to:
	• Provide clear guidelines for parents, guardians, and staff regarding the enrolment process.
	• Ensure that all required information is collected accurately and in a timely manner.
	• Establish expectations for attendance, payment, and communication.
	• Ensure that the swim school complies with safeguarding and health & safety regulations.

3. Enrolment Process
3.1 Initial Enrolment
	• Online or In-Person Registration:
New students can register through our forms sent via email. Registration forms must be fully completed with accurate details, including emergency contacts, medical history, and any special requirements or considerations (e.g., allergies, disabilities).
	• Parent/Guardian Consent:
All new students under the age of 18 must have a parent or guardian complete the registration form and provide written consent for participation in lessons. The parent/guardian is also responsible for providing updated contact and medical information if necessary.
	• Assessment and Group Placement:
After an initial assessment, the student will be placed in a group based on their swimming ability and age. Group sizes will comply with industry standards to ensure safe and effective instruction. Class schedules will be communicated at the time of enrolment.
3.2 Returning Students
	• Annual Registration:
Returning students must re-register at the beginning of each calendar year to ensure that their contact and medical details are up to date. Returning students will receive priority registration for their preferred classes.
	• Automatic Re-enrolment (if applicable):
In some cases, returning students may be automatically re-enrolled into their previous class, depending on availability. However, confirmation is required for the upcoming term.

4. Required Information for Enrolment
The following information is required for all students enrolling in JL Swim School:
	• Personal Details:
Full name, date of birth, gender, and address of the student.
	• Parent/Guardian Details (for minors):
Name, phone number, and email address of the responsible parent or guardian.
	• Emergency Contact Information:
Name, relationship to the student, and phone number of at least one emergency contact.
	• Medical Information:
Details of any medical conditions (e.g., asthma, epilepsy), allergies, or special needs that may affect the student's participation in swim lessons. This also includes any required medications (if applicable).
	• Consent and Waivers:
Signed consent for participation in swim lessons, along with any necessary waivers related to photography, transportation (if applicable), and other school-specific policies.
	• Previous Swimming Experience (if applicable):
Information about any previous swimming lessons or training the student has had, including certifications or levels achieved.

5. Payment and Fees
	• Fees:
Tuition fees are due at the beginning of each term or season. Payment can be made through via bank transfer. Any discounts or offers available will be clearly stated during the registration process.
	• Late Fees:
Late payment may result in a late fee being charged. Students with outstanding balances may not be permitted to attend lessons until payment is received. We encourage parents to pay fees in advance to secure their child's place.
	• Refunds and Cancellations:
If a student needs to cancel or withdraw from lessons, the swim school is not required to issue refunds for the remainer of the term.
	• Refunds are typically not provided for missed lessons unless there are exceptional circumstances. 
	
6. Class Schedules and Attendance
	• Class Schedule:
The swim school will provide a clear schedule of available classes at the time of enrolment. Students are expected to attend lessons as per the schedule they have enrolled in. Any changes to class schedules will be communicated in advance.
	• Attendance Policy:
Regular attendance is essential for students to progress in their swimming skills. If a student is unable to attend a lesson, it is the parent’s responsibility to notify the swim school in advance. We understand that occasional absences are inevitable, but consistent non-attendance without prior notice may result in the student losing their place in the class.
	• Class Cancellations:
In the event of a class cancellation due to unforeseen circumstances (e.g., instructor illness, facility issues), the swim school will make every effort to reschedule the lesson or offer a make-up session.

7. Special Requirements and Accommodations
	• Special Needs and Accommodations:
We are committed to providing an inclusive and accessible learning environment. Parents/guardians must inform the swim school in advance if their child has any special needs, medical conditions, or disabilities that may require additional support or accommodations. The swim school will make reasonable efforts to accommodate these needs.
	• Language or Communication Barriers:
If there are language barriers or communication difficulties, parents should notify the swim school at the time of enrolment.
	
8. Student Code of Conduct and Behaviour Expectations
All students enrolled at JL Swim School must adhere to our Code of Conduct, which ensures a safe, respectful, and supportive learning environment for everyone. This includes:
	• Following the instructions of the instructors at all times.
	• Demonstrating respect for peers and instructors.
	• Adhering to all safety rules and guidelines set out by the swim school.
Any behaviour that compromises the safety or well-being of others may result in the student being asked to leave the lesson, and repeated misconduct may lead to suspension from the swim school.

9. Data Protection and Confidentiality
All personal information provided during the enrolment process will be handled in accordance with the Data Protection Act 2018 and General Data Protection Regulation (GDPR). This includes:
	• Storing personal data securely.
	• Using personal data solely for the purpose of providing swim lessons, communicating with parents/guardians, and complying with legal requirements.
	• Not sharing personal data with third parties unless required for safety, legal, or operational reasons.

10. Policy Review and Updates
This policy will be reviewed annually and updated as necessary. Parents and guardians will be notified of any changes to the policy, and the most up-to-date version will be available on the J L Swim School website or upon request.

Signed by:

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