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	Candidate Details

	Title:
	
	Name:
	

	Date of Birth:
	
	Telephone:
	

	Email:
	

	Emergency Contact Details

	Name:
	
	Telephone:
	

	Before starting this course, if you aren’t already a member of the RLSS UK, you need to set up a RLSS UK account, go to rlssuk.tahdah.me/account/registernew select ‘No’ and follow the instructions. For further support you can use the guide here.

	Society Number
	3
	
	
	
	
	
	
	
	

	Gender (please tick one)
	Male: ☐      Female: ☐      Gender Neutral: ☐      Prefer not to say: ☐


HOW RLSS UK USE YOUR DATA 
By completing this form, you agree to RLSS UK and its limited company RLSS UK Enterprises Limited processing and storing your personal data for the purpose of fulfilling our contract to provide you with your award or qualification. We promise your personal data will only be used by RLSS UK, RLSS UK Shop and RLSS UK Qualifications UK Limited. We will keep your data safe and will never share it with other organisations without your permission. For full details of how we process and store your data please refer to our Privacy Policy that can be found at https://www.rlss.org.uk/privacy-policy. 

Lonsdale Swimming pool adheres to the GDPR law (2018) Please see attached file or contact frankie@lsst.org.uk for a hard copy



	Course Prerequisites – All candidates must meet the following criteria before starting the course (please tick)
	

	Be 16+ years of age on the date of assessment
	

	Jump / dive into deep water
	

	Swim 50 metres in no more than 60 seconds
	

	Swim 100 metres continuously on front and 100m continuously on back
	

	In deep water, tread water for 30 seconds
	

	Surface dive to the floor of the pool
	

	Climb out of the pool unaided without using a ladder / steps where the pool design permits
	

	Specialist Learning Requirements
	Yes
	No

	Do you have any specialist learning requirements?
	
	

	Do you have a disability / medical condition? *please note a good level of vision and hearing is required for this course
	
	

	If you have answered yes to either of the above, please provide further details below on how we can assist with your learning. It is a candidate’s responsibility to declare any requirements at this point so arrangements can be made. If you declare something at a later date, we may not be able to review the request. 

	




	Declaration

	I declare that all of the information I have provided on this enrolment form is true and accurate. I understand that if I have failed to declare any specialist learning requirements at this stage, this may impact my ability to successfully pass the assessment and gain the qualification. 

	Candidate Signature:
	
	Date:
	

	Parent/Guardian Signature (if under 18):
	
	Date:
	

	Course Information – to be retained by the candidate

	Course Overview:
The internationally recognised Royal Lifesaving Society (RLSS UK) National Pool Lifeguard Qualification (NPLQ) is not only a qualification that will train you to become a Pool Lifeguard but can also be a stepping stone into a career within the leisure industry. In order to perform lifeguard duties, candidates must be physically fit, have good vision and hearing, be mentally alert and self-disciplined. The course requires a minimum of 36 hours training and requires 100% attendance. The course will be delivered using a variety of methods including:
· PowerPoint Presentations
· Flip Chart Exercises
· Guided Group Discussions and Activities 
· Practical Demonstrations and Training
The NPLQ certificate is valid for 2 years from the date of successful completion of the course.

Topics Covered:
The NPLQ covers all elements of Pool Rescue Techniques, Lifeguard Theory, First Aid and CPR. The course is physically demanding and will include swimming to set times, lifting casualties and diving to the deepest part of the pool. Approved prior learning can be applied upon proof of certification, please ask your trainer for further details.  For full details on the courses content and to view RLSS UK policies, please visit: https://www.rlss.org.uk/policies 

Equipment Required:
You are required to bring the following items to the course:
1. Photographic Identification (must be shown to the trainer on the first day of the course)
· A whistle
· Swimming costume
· Towel
· Shorts and t-shirt to be worn in the water
· Pen / pencil

Some training days  may include water work on more than one occasion and candidates may prefer to bring two sets of towels, shorts and t-shirts.  

Course Assessment:
The NPLQ course syllabus and practical skills are continually assessed by the course trainer and a suitable level competence must be achieved to be put forward for a final independent assessment. The assessment will include written theory and verbal questions, practical demonstrations of water rescue skills and CPR & First Aid.
 
If you have any questions prior to the start of the course, please feel free to contact your course trainer using the details below.

	Name:
	
	Telephone:
	
	Email:
	

	Additional Information
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		Last updated

		1st September 2024





[bookmark: _zes111bs1jla]Definitions

		Charity

		means Lonsdale Pool Trust, a registered charity.



		GDPR

		means the General Data Protection Regulation.



		Responsible Person

		means Director and Lonsdale Pool Trust Management team.



		Register of Systems

		means a register of all systems or contexts in which personal data is processed by the Charity.





[bookmark: _rmom9bimq30r]1. Data protection principles

Lonsdale Pool Trust is committed to processing data in accordance with its responsibilities under the GDPR and Data Protection Act 2018. 

Article 5 of the GDPR requires that personal data shall be:

a. processed lawfully, fairly and in a transparent manner in relation to individuals;

b. collected for specified, explicit and legitimate purposes and not further processed in a manner that is incompatible with those purposes; further processing for archiving purposes in the public interest, scientific or historical research purposes or statistical purposes shall not be considered to be incompatible with the initial purposes;

c. adequate, relevant and limited to what is necessary in relation to the purposes for which they are processed and to adhere to industry law;

d. accurate and, where necessary, kept up to date; every reasonable step must be taken to ensure that personal data that are inaccurate, having regard to the purposes for which they are processed, are erased or rectified without delay;

e. kept in a form which permits identification of data subjects for no longer than is necessary for the purposes for which the personal data are processed; personal data may be stored for longer periods insofar as the personal data will be processed solely for archiving purposes in the public interest, scientific or historical research purposes or statistical purposes subject to implementation of the appropriate technical and organisational measures required by the GDPR in order to safeguard the rights and freedoms of individuals; and

f. processed in a manner that ensures appropriate security of the personal data, including protection against unauthorised or unlawful processing and against accidental loss, destruction or damage, using appropriate technical or organisational measures.”

[bookmark: _fc5gzqehz3ij]2. General provisions

a. This policy applies to all personal data processed by Lonsdale Pool Trust. 

b. The Lonsdale Pool Trust Management team to include Directors, Management team, Admin and Finance team responsibility for Lonsdale Pool Trust ongoing compliance with this policy. 

c. This policy shall be reviewed on an annual basis. 

d. The Lonsdale Pool trust is register with the Information Commissioner’s Office as an organisation that processes personal data. 

e. It is Lonsdale Pool Trust responsibility to ensure all personal and company data is non-recoverable from any computer system previously used within the organisation which ahs been passed on or sold to a third party.

[bookmark: _v7qymv8hp0gg]3. Lawful, fair and transparent processing 

a. To ensure its processing of data is lawful, fair and transparent, Lonsdale Pool Trust shall maintain a Register of Systems. 

b. The Register of Systems shall be reviewed at least annually. 

c. Individuals have the right to access their personal data and any such requests made to the Lonsdale Pool Trust shall be dealt with in a timely manner. 

[bookmark: _oz341whevwr0]4. Lawful purposes

a. All data processed by the Lonsdale Pool Trust must be done on one of the following lawful bases: consent, contract, legal obligation, vital interests, public task or legitimate interests (see ICO guidance for more information). 

b. Lonsdale Pool Trust shall note the appropriate lawful basis in the Register of Systems.

c. Where consent is relied upon as a lawful basis for processing data, evidence of opt-in  consent shall be kept with the personal data. 

d. Where communications are sent to individuals based on their consent, the option for the individual to revoke their consent should be clearly available and systems should be in place to ensure such revocation is reflected accurately in Lonsdale Pool Trust systems.  

[bookmark: _1iq7rjqlje2v]5. Data minimisation

a. Lonsdale Pool Trust shall ensure that personal data are adequate, relevant and limited to what is necessary in relation to the purposes for which they are processed. 



b. Staff Information any relevant information that may affect them in their working environment (medical) will be shared with Lonsdale management team on a need to know basis. Medical and contract forms are passed onto the director so they can be stored in a secure locked unit. New starters fill in their personal information on the office computer under a member of Lonsdale Management team or Admin which is then password protected and sent to pay bright for them to process their information under their GDPR policy. Financial Controller can access staff bank details to pay them on the finance laptop via bank transfer through an encryption password, when a staff member leaves and their P45 has been received the financial controller then deletes the information. Under limitations legislation employee forms will be kept for 6 years. In case of emergency at work we hold staff emergency contact details in a locked office these are required if something happens at work so we may contact their families. Application forms and Ids passed on to the director if they accept the position in other cases, they are kept for a year in a cabinet locked in the office and shredded in case any appeals happen with access for only Lonsdale management team. The information above also counts for volunteer staff, apprentices and work experience.

c. CCTV is for the purpose of protecting the building, Cameras are positioned in a way that does not invade into the private lives of residents and is password protected. Recordings are kept for 60 days only; this can only be accessed by Lonsdale Management team. Should a member of the public require access they will need to contact the police to gain access via the management team whom will make a copy and hand it over to a police officer once they have their signature and a badge number, Lonsdale will not retain a copy.



d. Visitor’s book contains names of contractors whom are carrying out work throughout the building and is necessary in an emergency event, the book is kept in a locked office and taken out during emergencies.



e. Hirers of Pool anyone hiring the pool will fill out a booking form and agree to the terms and conditions of hiring. This information is kept in the cabinet in a locked office, Lonsdale Management team and admin have access to the information for cancellation purposes these include schools, private hirers (splash parties), companies (puddle ducks) and clubs (Derby Phoenix Swimming Club). These records are kept for 5 years.



f. Email addresses A full list of employee email addresses, is held by bright pay and on the finance computer (access controlled by password), this is so that password protected payslips can be emailed to staff each month. The list will be updated by Finance controller for new starters (on receipt of new starter form) and leavers (when P45 notified on monthly payroll forms).



g. Staff training records 2 years (lifeguard) is kept on the RLSS home portal to prove the lifeguards are up to date on their training and have reached the required training hours and standards this is password protected and is only assessable by Lonsdale Trainer Assessors. Teaching certificates ect will be kept for two months after the person leaves. Certificates are needed to ensure teachers have reached the correct standard. All information is stored in the filling cabinet in the locked office, assessed by Lonsdale Management team. Lifeguard Courses are kept for 2 years under RLSS guidance and sorted under the RLSS GDPR policy.



h. Baby Lessons a waiting list is held that contains phone numbers and names in a locked filing  cabinet, we hold contact details of the parent and emergency contact numbers and medical information (not in course pro). This information is held for the purposes of contacting them in case of cancellation of lessons. The only staffs that can access this information are the class teachers and senior staff and admin team, their information will be destroyed two months after they finish. Photo consent forms are held, and these will be kept in a locked filing cabinet until the child finishes lessons and then in secure storage unit until the child reached the age of 18.



i. Adult Lessons we hold a waiting list that contains phone numbers and names locked in a filing cabinet in the office. We only hold contact phone numbers for adult swimming lessons (not in course pro) for the purposes of contacting them in case of cancellation of lesson. The only staffs that can access this information are the class teachers and senior staff and admin team. Two months after the adult has finished lessons their information will be shredded by adult lessons admin. 



j. School Lessons paperwork for schools are kept in a folder on poolside with first name of the children only and all school’s information are kept in separate pockets, teachers and lifeguards have access to this information. Schools must follow their own GDPR policy and photos policy regarding the children Lonsdale management team accepts no responsibilities. The progress sheets of the children will be handed back to the class teacher when the children leave no copies will be taken.

k. Children Swimming Lessons a waiting list is hold in a locked office with personal information of customers such as a name and telephone hold based on contacting them when a space becomes available for swimming lessons. These lessons are covered by Lonsdale Pool Trust and Course pro GDPR policy information is collected via child data form and once inputted to course pro the forms are shredded by admin staff. Course pro can be accessed by Lonsdale management team, Admin and senior staff. Information is collected to provide membership numbers so parents/guardians can access children’s progress. Admin team are the only ones allowed to give out membership numbers and must ask security questions such as their postcode, date of birth and name of child to confirm identity. If they are satisfied with the answers the information can be given out. Under medical advisement lessons will be suspended if accompanied by a note in writing from parents/guardians the information will be inputted into course pro and the documentation shredded. Tablets with course pro apps on are kept in a locked office and when on poolside are accessed by teaching staff, they can show parents information regarding their child only. No photography is allowed. Pool users have the option to pay for lessons online using the Course Pro website.  Payments made online are processed by card machine provider at Lonsdale and data collected for these transactions is covered by their data protection policies.  No payment data is held at the pool. Card payments made over the phone, customers receipt will be held in the office for one week unless otherwise requested then shredded by admin Payments taken at the pool, receipts will be handed to the customer any found after that will be shredded. Contactless payments, there is no receipt is produced unless requested. When a child leaves Lonsdale lessons their information will be deleted after two months by the admin team.





l. Child Employment Forms this information is needed to prove they can work the hours by Derby City Council and is stored in the filling cabinet in the locked office, as soon as the child reaches the age of 18 forms will be destroyed.



m. External Consultants are required to request for permission to gain access to our data from the Director or Lonsdale Management  team they are not allowed to share this with a third party, they provide relative contact information to enable us to work alongside them. These include leisuresafety.com, Loates HR Consultants, Gravity Digital Social Media and JJ publications Promotional. Any work carried out is under their GDPR policy as well as Lonsdale Swimming Pool.



n. Website no personal information is requested on our website due to no cookies and no information is gathered from those who visit the site. We maintain no responsibility for any site outside of Lonsdale website and if customers click on a link from the website and they provide private information. Parents/guardian permission is obtained for any images of children used on the website this document is held in a secure locked unit until the child reaches the age of 21. We are fully committed to the safeguarding and privacy of our website users.



[bookmark: _bkwsqo6gr3nc]6. Accuracy

a. Lonsdale Pool Trust shall take reasonable steps to ensure personal data is accurate. 

b. Where necessary for the lawful basis on which data is processed, steps shall be put in place to ensure that personal data is kept up to date. 

[bookmark: _893ssflhrxil]7. Archiving / removal

a. To ensure that personal data is kept for no longer than necessary, Lonsdale Pool Trust shall put in place an archiving policy for each area in which personal data is processed and review this process annually. 

b. At the end of our financial year, all information will be stored off site in a secure lock up. Before it goes to the lock up, it will be stored in the locked filling cabinet in the locked office. Here is the information on how long by law we must keep data to comply with industry law:

1. Accident forms; if a child will be kept until the child is 21years old, Accident form for over 21s will be kept 5 years 

2. H&S sheets 5 years,  Pool test sheet 10 years, Weekly sheets 5 years, PPE sheet 3-5 years, Fire 5 years, Defib 5 years, Service certificates 10 years, Time sheets – 6 years, Rotas – 12 months, Orders – 6 years, Delivery notes – 6 years, Purchase order books – 6 years 

3. Child employment forms until the child becomes 16, Staff ID and application forms- 5 years, staff training records 2 years, courses record 5 years,

[bookmark: _vqi3sa1963hz]8. Security

a. Lonsdale Pool Trust shall ensure that personal data is stored securely using modern software that is kept-up to date.  

b. Access to personal data shall be limited to personnel who need access and appropriate security should be in place to avoid unauthorised sharing of information. 

c. When personal data is deleted this should be done safely such that the data is irrecoverable. 

d. Appropriate back-up and disaster recovery solutions shall be in place. 

[bookmark: _mblk3j3c3czg]9. Breach

In the event of a breach of security leading to the accidental or unlawful destruction, loss, alteration, unauthorised disclosure of, or access to, personal data, Lonsdale Pool Trust shall promptly assess the risk to people’s rights and freedoms and if appropriate report this breach to the ICO (more information on the ICO website), which we have 72 hours to report a data breach. Lonsdale Pool Trust  has taken all measures to ensure that all their data is secure, in the form of passwords on all memory sticks, laptops and desk tops with limited access. In the event of:

a. Lost or stolen laptop or memory stick. This could cause problems with: Lonsdale’s bank account; this would first be discovered by: Director or finance controller. One of these would inform Lonsdale management team to contact staff related to the data breach. 

b. Missed Place data form with address, phone numbers, e mails and child’s date of birth information; this would be discovered by Administration team or senior staff. One of these would inform management to contact parents related to the data breach.

c. Course Pro Data breach- follow their protocol 
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