
Data ProtectionPolicy

The  Data Protection Act 1998 (DPA) of the UK was introduced to establish a framework for the protection 
of personal or sensitive data and is underpinned by a set of eight principles. By processing data in 
accordance with the data protection principles, Speedo Swimsquads Approved Centre (SSSAC) will ensure 
the safeguarding of data for all individuals engaged with the assessment, delivery and award of ASA 
qualifications. 
Policy aim and purpose
This policy has been designed to draw attention to the different types of personal or sensitive data which 
may processed by SSSAC  In addition, the data processing methods (including the concepts of obtaining, 
recording, retrieval, consultation, holding, disclosing and using) utilised by SSSAC for the purpose of fulfilling
the role of an awarding organisation, are outlined within this policy. 
Definition of data
Data refers to information about an individual (referred to as the ‘data subject’) that may be used or 
processed by SSSAC (referred to as the ‘data controller’) in order to carry out the awarding function. There 
are two categories: 
 Personal data 

This is information which relates to a data subject who is able to be identified from those data or from 
those data with other information, which is already in possession, or likely to come into possession of, the 
data controller. Facts and opinions about the data subject which can be held electronically or on paper may 
also be considered as personal data. 
 Sensitive personal data 

This is information about a data subject relating to racial or ethnic origin, political opinions, religious beliefs,
trade union membership, physical or mental health or condition, sex life, the commission or alleged 
commission of any offence, criminal proceedings or convictions. 

The data protection principles

The following eight principles of the DPA must be adhered to when processing personal data: 
1. Personal data shall be processed fairly and lawfully 

2. Personal data shall only be obtained for specified and lawful purposes 

3. Personal data shall be adequate, relevant and not excessive 

4. Personal data shall be kept accurate and, where necessary, kept up to date 

5. Personal data shall not kept for longer than is necessary 



6. Personal data shall be processed in accordance with the rights of the data subject under this Act 

7. Appropriate technical and organisational measures shall be taken against unauthorised or unlawful 
processing of personal data and against accidental loss or destruction of, or damage to, personal data 

8. Personal data shall not be transferred to a country or territory outside of the European Economic Area 
unless that country or territory ensures an adequate level of protection for the rights and freedoms of data 
subjects. 

Complying with the data protection principles

To meet the legal obligations of the DPA, the ASAAB has in place the following procedures to ensure the 
security of data for all individuals engaged with the delivery, assessment and award of ASA qualifications. 
 All members of SSSAC staff,  SSSAC quality assurance workforce,  consultants, advisors, learners, and 
volunteers have access to a copy of this policy 

 All forms which require the collection of sensitive or personal data include a data protection statement 
to inform the data subject of how their data will be processed 

 No data is used for the purposes of marketing, unless the data subject provides written consent to 
confirm that this is acceptable 

 No personal data is disclosed, written or verbal, to anybody outside of the SSSAC unless written consent 
from the data subject is provided to confirm that this is acceptable 

 Only nominated members of the SSSAC have access to personal data and process this information in 
accordance with the requirements of the awarding function.

 All records are either electronically stored, or hard copies stored in a locked filing cabinet, with 
appropriate protection in place to prevent unauthorised access from non- SSSAC members of staff 

 All records are kept accurate and up to date as far as practicable; the SSSAC relies on the data subject to 
communicate any changes to personal data as and when applicable 

 Should the SSSAC at any point send an email to multiple individuals, those individuals will be blind 
copied into the correspondence. 

How we use your information
Personal data collected will solely serve the purpose of enabling SSSAC to carry out the requested activity. 
By submitting information to us, you are authorising the SSSAC to process your data accordingly. Should 
contact information be provided, you consent to receiving information relating to the requested activity by 
email, post or telephone unless stated otherwise. 

Security of data
The SSSAC has in place appropriate measures to ensure the safety of stored data to prevent unauthorised 
use or disclosure. In the event of a breach of security (i.e. theft, deliberate attack on systems, unauthorised 
use of personal data by a member of staff, accidental loss or equipment failure), a recovery plan will be 
implemented. This will include procedures for assessing the risk associated with the breach, reviewing and 
updating security measures and notifying those individuals affected.  



Privacy notice

All ASA Approved Centres are required to inform learners of how their data will be processed for the 
purpose of registration and certification of an ASA qualification. In particular, a privacy notice is required to 
inform learners of how their data will be processed for the purposes of the personal learning record. As a 
minimum, this  centre will provide the following statement to learners at the point of application or 
registration onto an ASA qualification, along with the opportunity to opt out if they do not want to share 
their data. 

“Some of the information you supply will be used by Skills Funding Agency to fulfil its statutory functions, 
issue/verify your unique learner number (ULN) and update/check your personal learning record. The Skills 
Funding Agency may share your ULN and personal learning record with other education related 
organisations, such as careers service, school, college, university, government departments and public 
bodies responsible for funding your education. Further details of how your information is processed and 
shared can be found at www.learningrecordsservice.org.uk/privacynotice”. 

Further information on the personal learning record and how data is used and shared can be found in the 
'ASA Awarding Body Data Protection Policy'  This can be found on the ASA site,   For those individuals who 
wish to fully understand the implications of sharing data, further information is contained within the 
Extended Privacy Notice directly from Learning Records Service. 

However as an overseas centre SSSAC cannot issue a ULN so only certification gained in theUK will be 
entered into the data base.

Photography and Video

Any voice recordings, video or photographic recordings carried out during any SSSAC course will 
be done with the agreement of any and all persons involved-  SSSAC staff, swimmers parents, 
swimmers and candidates and should be deleted at the completion of the course unless written 
agreement is given by the involved parties.    These recordings should be treated as personal data 
and the appropriate notifications and safeguards put in place.      

 If you are below the age of 16, you might wish to discuss this privacy notice with your parent or legal 
guardian. 

Monitoring and review
This policy and its procedures will be reviewed annually, to ensure that it remains fit for purpose and in line 
with the requirements of the DPA. 
The next review will be January 2017.


