
South Essex Gymnastics Club


Handbook

Welcome! 
This booklet is designed to be your guide so you can easily navigate your 
way through all of our policies and procedures.  

We aim have made it as simple to use as possible but some topics have a lot 
of detail. In these instances we have an overview of the policy in this book 
and more detail will be available via our online portal 

You can log on via www.southessexgym.co.uk
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Hello! 
Congratulations on your new role and a 
massive warm welcome to our team 
and club! 

You will quickly find that each and every 
person within our team is invaluable, 
each playing their part in the day to day 
operations. Please don't under estimate 
the importance of your role and how it 
contributes to the continued success of 
our club.  

Every day we open our doors with the 
pure aim of helping all our diverse 
customers and gymnasts enjoy a 
positive experiences because of our 
determinat ion to a lways del iver  
unrivalled customer service. 

Starting a new job can be daunting. 
You'll have new surroundings, unfamiliar 

faces and a new working culture to 
integrate into. That's where this 
handbook will help you. During your 
first few sessions you will be introduced 
to some of the basics policies and 
procedures to which we work. We don’t 
expect you to remember them all but 
this handbook will be your guide to 
point you to where you can find more 
information. 

There has never been a more exciting 
time to work in Gymnastics. South 
Essex Gymnastics Club continues to 
proudly produce many current and ex 
international gymnasts in its ranks and 
with the legacy left by the London 2012 
and Rio 2016, you join a team that 
changes young people's lives. 

On behalf of myself and my team, we 
do hope you find your time with us both 
exciting and rewarding. 

Scott Hann
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Your Contract  

You will receive a document shortly after you 
start which will detail your terms and 
cond i t ions o f employment w i th us . 
Confirmation on important pieces of 
information such as your job title, hours of 
work, salary and pensions will be included. 

You will also see further detail on policies 
and procedures which may not be mentioned 
in this handbook but which still form part of 
your conditions of employment. These can 
be accessed through your line manager or 
the online portal. 

Probation Periods 

All new starters will go through a probation 
period. This is a period of settling in where 
you (and we) can see if we work well 
together. Should, in the unforeseen 
circumstance, issues arise that prevent our 
working relationship from continuing, your 
employment may be ended at any time with 
a week's notice. 

Criminal Record Checks 

As you will be working in a gymnastics club 
and are therefore likely to come into contact 
with children or vulnerable adults all staff 
must hold or apply for a current & enhanced 
DBS check via British Gymnastics prior to 

starting employment. Costs for this will be 
paid for by the club 

Only a current and valid DBS from British 
Gymnastics can be accepted. 

British Gymnastics Memberships 

All of us must have a current and valid 
membership with British Gymnastics. If you 
do not already have membership, please let 
an Office Manager know who will help to 
arrange this for you. When a membership 
renewal notice arrives please pass this to the 
Office manage as the club will pay for the 
renewal also. 

Right To Work 

We’re legally obliged to check that you are 
allowed to work in the UK. Before your start 
date, you must provide evidence of your 
right to work in the UK, and inform us if you 
have any restrictions on this right, for 
example if you have limited leave to live and 
work in the UK.  
  
Examples of documents which prove your 
right to work in the UK include:  

✦ A passport showing that you are a British 
citizen  
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✦ A passport or national identity card 
showing that you are a national of an 
EEA country or Switzerland 

✦ A full birth certificate issued in the UK, 
Channel Islands, Isle of Man or Ireland 

✦ A passport, ID card and/or visa showing 
that you are allowed to stay in the UK 
and do the work in question.  

  
We will verify and take copies of the 
documents you give us. If there are any 
discrepancies, we may ask you for more 
information. You will not be offered 
employment until we have checked these 
documents. We reserve the right to inspect 
documents relating to your right to live and 

to work in the UK throughout your 
employment. If you are not able to provide 
proof of your eligibility to work in the UK, or 
we are not satisfied with the information 
you provide, we will not be able to employ 
you.  

Appearance 

We want nothing more than for everyone to 
feel comfortable at work and express their 
individuality as they see fit. However, we do 
expect everyone to dress appropriately and 
in the correct uniform. We would also 
expect high standards of personal hygiene 
and grooming at all times. 
  

Uniform

We will provide you with several T-Shirts, 
the number will be dependent on how many 
days your work per week. You will also be 
provided with a hoodie. Whilst at work, this 
is the uniform we would expect to see you 
wearing. 

Exceptions to this requirement: 

✦ You work with a competition squad and 
you are wearing a gymnastics awarded T 
Shirt - international, national, regional or 
county awarded. 

✦ You are at competition level and your 
head coach or Director of 
Coaching has granted you 
permission to wear another 
SEGC t-shirt. 
✦You have been selected to 
represent the club at national 
or international level and 
have been provided with a 
specific competition uniform 
(only to be worn at these 
events) 
✦ You have just started and 
are waiting for your uniform 
to arrive. 

Please only wear the SEGC 
jumpers/hoodies provided by 
us whilst working in the gym. 
All uniform issued remains 
the property of SEGC until 
you are no longer employed 

by us. 

If you need any additional items of uniform, 
please speak to your Head coach. Extra 
uniform can be purchased if you would like 
more than your allocation. Lost or damaged 
items may incur a cost if we have to replace 
them for you. 

Office Uniform 

Uniform provided for the office teams are 
lilac tops and black cardigans which can be 
paired up with black trousers or a skirt. If 
you are not quite sure about the accepted 
standards of dress or your allocation please 
speak to the Office Managers.  
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Jewellery 

Any jewellery need to be removed before 
entering the gymnasium. If removal is not 
possible, then this needs to be discussed 
with your line manager and then either 
taped or covered up. 

Devices 

We are becoming more and more digital 
every year and we understand that during 
the day you may need to use your phone 
to make calls or use the internet. All we 
ask is you do this during your break unless 
it’s an emergency and your Head Coach 
agrees. 

If you run out of data, use of our on-site 
SEGC wifi is allowed. We would ask that 
the use is limited and that you are 
responsible for the content accessed.  

If you need to use the clubs phone or 
computers for personal use, please ask. 
Needless to say, we are a charity and 
therefore would like to keep all expenses to 
a minimum. Any excessive or inappropriate 
use of club facilities will be investigated 
and where costs may be recovered or more 
severe action may be taken. If you are 
provided with a club email address, please 
restrict use to business matters only and 
do not use personal email addresses to 
conduct SEGC business. 

Social Media Policy 

The use of the internet and a multitude of 
social media applications continues to 
increase and play a significant role in all of 
our lives. As the digital world is constantly 
changing, it is important that children are 
safeguarded and kept safe online. Our aim 
is to safeguard all of our staff and 
customers from abuse through social 
networking. Please go onto our online 
portal to see more details about this policy. 

Personal Information 

We need to maintain up to date records on 
file for you. This is needed in cases of 
emergency where we may need to contact 
your next of kin or your bank account 
number so we know which bank to pay 
your salary into. 

If any of the following information changes, 
please let us know as soon as possible so 
we can make amendments: 

✦ Name 

✦ Home Address 

✦ Telephone Number 

✦ Bank Account details 

✦ Qualifications 

✦ Emergency Contact 

✦ Criminal charges, caution or convictions 

✦ Conflict or potential conflict of interest 

Attendance 

We understand that there may be reasons 
due to sickness, injury or unforeseen 
circumstances such as child care issues that 
may prevent you from coming in to work. 

All we ask is that you contact the main 
office and your line manager as soon you 
become aware. We would always want to 
hear from you personally so we can check 
you are OK and understand what we can do 
to support you. There will be rare occasions 
that you won't be able to make the call 
yourself and we understand that might 
happen. 

Absences from work that last for prolonged 
periods (more than a week) will require 
regular update calls with your line manager. 
In both short and prolonged cases we would 
like you to give us an expected date of your 
return. 

While we will do all we can to help, we can 
not support unacceptable levels of absence 
and will take steps to manage this. This 
could be multiple absences in a short period 
of time or prolonged absences that have 
taken too long to resolve. We will also take 
action if we find that any absences are not 
genuine. 

Sick Payments 
  
For details on how we pay, please visit the 
Pay & benefits section in the online portal. 

Time Keeping 

Please remember that continued poor 
timekeeping means that colleagues are put 
under pressure to cover your duties. This is 
not acceptable and will therefore be treated 
as a potential conduct issue under our 
disciplinary procedures. 

Annual Leave 

If you are full time, expect a minimum of 4 
weeks paid annual leave. If you are part 
time, you will receive a pro rata equivalent. 
i.e. if you work 4 days per week, then you 
will receive 16 days entitlement. 
All employees have an additional 8 days 
bank holiday entitlement on top. 

Please book your holidays with your line 
manager giving at least 2 weeks notice. We 
appreciate emergencies do come up but 
please remember, decisions on authorising 
your request will depend on operational 
restrictions. 
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Please note that your holiday entitlement is 
calculated in hours and that each holiday 
year runs from 1st January to 31st 
December. 

Working Hours 

Your contracted working hours will be 
detailed in your terms and conditions. The 
Working Time Regulations means that you 
can not exceed 48 hours per week unless 
you request to be exempt from this. We 
want you to adhere to this for work and 
home life balance and we would also expect 
you not to exceed this due to working 
elsewhere. 

Breaks 

All breaks are unpaid.The timing of when 
breaks can be taken and the length of the 
break may vary depending on your 
schedule. Cigarette breaks should be taken 
within your allocated break time 

Maternity Leave 

This will be a very exciting and daunting 
time of your life and we will do all we can to 
help you during this pivotal time. Please 
confide in your line manager as soon as you 
have confirmation of your pregnancy, so we 
can support you with adjusting at work while 
you are pregnant. We’ll do this by carrying 
out a risk assessment on you in your normal 
working environment. For your own safety 
you must work within the guidelines of the 
risk assessment.  
  
During this time we will also agree time off 
for antenatal appointments, agree dates for 
your maternity leave to start and end. We 
will also confirm your pay entitlements and 
the forms you need provide and complete.  

Paternity Leave 

We understand that pregnancy and adoption 
are not just about mothers-to-be or primary 
adopters and so we are also keen to offer 
eligible employees the chance to take time 
off on or around the birth or placement of 
their child.  
  

If you want to take Paternity Leave, you 
must tell your line manager when you want 
to start your leave no later than the 15th 
week before the expected week of childbirth 
or in cases of adoption, seven days after 
being notified that the adopter has been 
matched with a child.  

We will ask you to provide us with evidence 
of your right to take Paternity Leave and fill 
in some paperwork relating to this.  
In cases of both maternity and paternity and 
adoptive leave, your role and terms and 
conditions of employment will remain the 
same 

Bereavement Leave 

When someone close to you dies it can be 
an emotional experience. Often you have 
practical duties to perform, especially if you 
are responsible for funeral arrangements or 
an executor of the will. You may also find 
that you need to support other family 
members who have been affected by the 
death as well as dealing with your own 
grief.  

Your manager will talk to you about your 
needs and your personal circumstances to 
ensure you get a reasonable amount of time 
away from work to support you during this 
difficult time.  

Compassionate Leave 

You may be impacted by other events that  
require you to request time away from work. 
Depending on the circumstances and the 
length of time required, we may offer one or 
a combination of the the following solutions: 

✦  Paid leave 
✦  Emergency holiday 
✦  Unpaid leave 
  
Should you need to be away from work on 
compassionate grounds, please speak to 
your line manager as soon as you can. 

Authorised Unpaid Leave 

There may be occasions where you would 
like unpaid leave from work. Before you 
proceed, please make sure you have used all 

of your holiday entitlement. For requests to 
be considered, they must be put in writing  
to The Director of Coaching with the 
reasons  for the request and the dates 
required. 

Jury Service 

Almost everybody on the electoral register 
in England and Wales between the ages of 
18 and 69 can be 
asked to serve on a 
j u r y b y H e r 
Majesty’s Courts 
Service (HMCS).  
  
I f t h e H M C S 
summons you for 
jury service, you 
must attend. If you 
need assistance, we 
will help you make 
this application. For 
this reason, please 
do not respond to a 
request to attend 
jury service without 
discussing it with 
your line manager 
or HR advisor who 
wil l explain how 
your pay will be 
affected during Jury 
Service and what to 
do if Jury Service 
ends early.  
  
If the event that 
you are released early from jury service, 
you must let your line manager know 

immediately, even if it’s just for one day. 
We would usually expect you to return to 

work for your next available full shift.  

Your income during jury service is unpaid. 
If you attend jury service you can claim 
back an amount of lost income from the 
gove rnmen t . HMCS w i l l s end you 
documents to help you with this claim. 
When you receive them, please forward 
them to your F inanc ia l Cont ro l l e r 
immediately so we can complete them. If 

the amount you are able to claim is less 
than your salary, we will make up the 
difference so you are not at a loss for a 
maximum of 4 weeks. 

Flexible Working 

We understand that SEGC is only one part 
of your life and that you may have other 

c o m m i t m e n t s 
outside of work. If 
something occurs 
which impacts your 
current work ing 
schedule, to help us 
understand these 
commitments we 
w i l l a sk you to 
prov ide us wi th 
detail of when you 
are avai lable to 
work and for the 
reasons you need 
the change. This 
n e e d s t o b e i n 
writing. 

Th i s p r o ce s s i s 
called the right to 
reques t f l ex ib le 
working. When we 
r e c e i v e y o u r 
request, your line 
manager will hold a 
meeting with you to 
discuss details, how 
they are affecting 

y o u a n d y o u r 
current working arrangements.  

We will take into consideration any 
commitments you have outside of work and 
aim to mutually agree any changes to your 
working arrangements. Should we not be 
able to agree changes with you, we will 
respond with reasons why it is not possible 
or suggest alternatives. In all cases, you 
have the right to be accompanied by a 
witness of your choice.

Full details of how this policy works can be 
found in the Policy Guide. 
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Grievance & Disciplinary 

We know from time to time you may 
experience and need help to resolve 
problems at work. In the majority cases your 
line manager will be able to assist informally, 
by listening and discussing these issues with 
you and exploring possible alternative 
solutions. If you do have an issue, please 
talk to your Manager in the first instance.  

However, if it is not possible to resolve 
problems informally there is also a formal 
process which is outlined in our Policy Guide.  

All of our employees have the right to 
representation with a person of their choice 
at every disciplinary and grievance meeting. 

Grievance 

If you have a complaint or are unhappy 
about any work-related issue, talk to your 
line manager who will try to resolve it with 
you. If a resolution cannot be reached 
informally, you can raise a grievance using 
our grievance procedure.  

Disciplinary 

We have a disciplinary procedure which is a 
formal way of notifying a colleague that their 

conduct or performance has fallen below the 
expected standard.  

Appeals 

Any employee who has been disciplined has 
the right to appeal against the decision.  

Gross Misconduct 

There are some breaches of Company rules 
or standards of conduct that are serious 
enough to make it impossible to continue the 
contract of employment. Examples are:  

✦ Thef t ( inc ludes tak ing proper ty 
belonging to someone else without their 
permission)  

✦ Fraud (including stealing by deception)  

✦ Assault (includes harmful or offensive 
contact with another person, threatening 
to harm someone)  

These cases of gross misconduct may result 
in an employee being summarily dismissed 
(dismissed without notice). There are some 
breaches of SEGC rules or standards of 
conduct, such as theft or proven acts of 
discrimination that are serious enough to 
make it impossible to continue the contract 
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of employment. Any other action which on a 
‘common sense’ basis is considered to be a 
serious breach of acceptable behaviour, may 
be seen as ‘gross misconduct’.  

Company Organised Events 

Your conduct on these occasions is expected  
to be ‘as at work’. Company organised 
events will include social events such as 
Christmas parties etc. Any misconduct or 
inappropriate behaviour including damage to 
property, during these events will be 
managed through our disciplinary Procedure.  

For more information on these policies, 
please refer to the 
Policy Guide. 

G e n e r a l D a t a 
P r o t e c t i o n 
Regulation 

W e t a k e t h e 
p ro tec t i on o f a l l 
personal data very 
seriously. All records 
and files are kept 
confidential ly and 
securely with access 
by only authorised 
persons. Should you require a copy of your 
personal records, please put a request in 
writing and we will respond in no later than 
30 days. 

Smoking Policy 

In line with the Health Act 2006, smoking is 
strictly prohibited in any No Smoking Zones. 
This includes all buildings and the immediate 
areas outside those buildings.  Smoking is 
only permitted in the designated smoking 
areas which are clearly signposted. This ban 
applies to anything that can be smoked 
including but not limited to cigarettes, 
electronic cigarettes, pipes (including Shisha 
and Hookah pipes), cigars and herbal 
cigarettes.   
  

Failure to comply with this considered an act 
of gross misconduct, which may result in 
your summary dismissal. The regulations 
also state that anyone who breaches the law 
could face heavy penalties and/or criminal 
prosecution.  

Alcohol & Drug Policy 

Alcohol, although a legal one, is a drug. As 
you would expect with illegal ones, neither 
alcohol or drugs are permitted to be brought 
onto any SEGC premises or to be consumed. 
You may enjoy a drink with friends or while 
dining out in the evening etc. Do enjoy 

yourself but we must 
i n s i s t w h e n y o u 
report for work that 
you are confident 
that your system is 
clear from the after 
effects and you are 
n o t u n d e r t h e 
influence.  

If you feel concerned 
that you may have a 
dependence on drugs 
o r a l c o h o l , w e 
encourage you to 
speak confidentially 
to a Welfare Officer 

where we can discuss the support you may 
need.  

Valuing Diversity 

SEGC is committed to everyone being 
treated equally and fairly. We continually 
strive to make sure that everyone is 
respected at all times. Every one of us has 
the responsibility to behave in ways that do 
not hurt, harm or make anyone feel 
discriminated against.  We actively promote 
an inclusive workplace. If you witness any 
behaviour that goes against our values, 
please report them to a Welfare Officer 
immediately. For more details on this policy, 
please visit refer to the Policy Guide. 
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Dignity at Work 

As much as we try to protect and maintain a 
positive working environment that's diverse, 
inclusive and equal for everyone. There may 
be times when someones behaviour 
becomes inappropriate and might be classed 
as e i the r bu l l y ing , ha rassment o r 
victimisation. 

Forms of this may include: 

✦ Physical contact ranging from touching 
to serious assault 

✦ Verbal and written harassment e.g. 
offensive language, gossip, office banter, 
online bullying 

✦ Visual display pf graffiti, obscene 
gestures, flags and emblems 

✦ Isolation and exclusion 

✦ Coercion ranging from pressure for 
sexual favours or participating in political 
or religious groups 

✦ Pestering or spying on someone 

If you feel you are being subjected to any 
unwanted behaviour, we urge you to speak 
to one of the Welfare Officers as soon as 
you can. Al l cases wi l l be handled 
sensitively. More information on our policies 
can be found online in our Policy Guide. Pay 

You work very hard for your money so we 
commit to making sure you are paid correctly 
each month. We will credit your nominated 
bank or building society account on the 22nd 
of each calendar month. If you join us part 
way through the month, you will be paid for 
the number of calendar days that you have 
worked. 

Your offer letter and contract will outline your 
pay package. If any amendments are to be 
made, we will notify you in writing. 

If you are ‘non-salaried’ you will be paid on a 
pro rata basis dependent on actual number of 
hours worked. However, all other pay 
arrangements will be the same as those who 
are salaried.  

If you have a query or you believe you have 
been paid incorrectly, let your line manager 
know as soon as possible so that corrections 
can be made and the adjustments be rectified 
by the next pay date.   

Please be aware, if you have been overpaid, 
we will recover the money from your next 
salary unless a repayment plan has been 

agreed.  

Overtime  

Any hours worked over and above your 
contracted hours, that have been 
authorised by your line manager, will be 
either paid as overtime or given back to 
you as time in lieu. 

Overtime is paid at your normal hourly 
rate. 
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Tax 

When you start with us, please make sure 
we have your P46 so you can avoid having  
emergency tax applied to your wages. All 
other compulsory and voluntary deductions 
will be made on your behalf and detailed in 
your payslip.   

There may be a time where your personal 
circumstances change which will affect your 
tax status. You may also need to query 
deductions that have been driven by an 
incorrect tax code. For any amendments you 
will need to contact HMRC on 0300 200 
3300 to make them aware. They will discuss 
any over or underpayments with you. Any 
consequent changes to your tax code will be 
sent to us directly from HMRC. 

Pensions 

SEGC operates a company pension 
scheme through a recognised 
provider. Full Class A National 
contributions are made on your 
behalf.  

Expenses 

We will normally pay mileage for 
any travel expenses incurred. 
Should you wish to use public 
t ranspo r t , t h i s w i l l on l y be 
reimbursed if agreed prior to 
booking with The Director of 
Coaching. 

Overnight stays  

If you need to stay overnight in a 
hotel due to event participation, we 
will reimburse the costs providing 
you have a VAT receipt. Before any 
bookings are made however you will 

need to get authorisation by the Director of 
Coaching or a Trustee. 

Food Allowances 

When working away you may also be eligible 
for a food allowance. We pay two rates for 
this; a day rate and an overnight stay rate. 
Please go online to see what the current 
rate is. Please remember to keep all of your 
receipts to go with the claim form which will 
need to be filled in, please ask your line 
manager for one.  

Any expenditure over the stated daily 
allowances will have to be authorised 
beforehand. If this is not done then any 
spending over the allowance will not be 
reimbursed.  

Training 

All of our coaches have high standards of 
training which is provided by  British 
Gymnastics qualified tutors. 

We recognise the importance of being able to 
continue professional development. Not only 
will it benefit the individual but the club 
benefits too. 

We conduct Health & Safety training on site 
but we also support with courses that are 
run by external agencies. Any course that is 
agreed with your line managers and the 
trustees might be wholly funded by the club. 
There are conditions that go along with this 
arrangement which will be explained in full if 
you would like to explore this option. 

If you have a course you would like to 
complete that is relevant to your job, please 
speak to your line manager 

Appraisals 

You will receive an annual appraisal from 
your line manager to check that your training 
and your performance is on track. Annual 
reviews will let you know how you are 
performing in your role, and specifically your 
app roach to cus tomer se rv i ce and 
contribution to the Club. It’s the ideal 
opportunity to record and recognise the   
contribution you make and to highlight and 

make plans for any identified improvements. 
It is also an ideal time to allow you to spend 
quality time with your Manager to give you 
an opportunity to talk about further training 
or your development.  

Although this is the formal way of speaking 
abou t you r pe r f o rmance , i n f o rma l 
discussions can happen at any time on 
arrangement with your manager. 

Development 

Development can take many forms. ‘On the 
job’ training is often the most effective way 
to develop. We can help you gain the 
experience and skills you need to progress to 
a different or bigger job. Please speak with 
your manager for more information on what 
this could look like for you. 
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Health & Safety 

SEGC r e cogn i s e s and a c cep t s i t s 
responsibility to maintain the safety and 
health of its employees and other users of 
the premises. 

It is also as much your duty to minimise 
any risk to your self or others. Make sure 
you familiarise yourself with the health and 
safety arrangements. If you find anything 
related to health and safety that you are 
concerned about, please report it to the 
Facilities Manager.  

Accidents 

All accidents and ‘near 
miss’ accidents must be 
recorded in the accident 
book ad reported to your 
line manager. 

If you have an accident at 
work that results in you 
needing to take time off 
work to recover, when you 

return, remember to complete a self 
certification certificate which will state the 
nature and cause of the injury. 

It is SEGC policy that we receive a 
completed record sheet for every gymnast 
that is training at the club. 
This includes parental permission allowing 
for a responsible adult in cases of  
emergency med i ca l ca re t o a l l ow 
medication to be administered as needed. 
The parental permission forms incorporate 
a section for the declaration of previous and 
current health problems or conditions and 
injuries and requests details of any 
medicines or drugs to which the participant 
may be allergic. A parent or guardian must 

sign this form which will be 
kept in the office. 

First Aiders  

There will always be a fully 
trained first aider on hand 
in case there is immediate 
need of medical attention. 
A l l Head Coaches a re 
trained if you ever need 
one. First aid boxes are kept 
in the gym and the office. 
Never try to administer first 
aid unless you are trained. 
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Fire Safety 

Gymnasiums contain a host of flammable 
materials from foam blocks to matting. 
With so many children and adults using all 
areas throughout the day, it is vital we all 
play our part in minimising the risks and 
we are clear on our responsibilities in the 
event of a fire. There will be a detailed fire 
evacuation procedure in the office. Please 
remember to take time to familiarise 
yourself with it. 

We take your safety very seriously and will 
take disciplinary action up to and including 
dismissal against any member of staff who 
puts themselves or others in danger by: 

✦ Tampering with fire safety equipment  
✦ Activating fire safety equipment falsely 
✦ Choosing not to follow an evacuation 

procedure in full 

Fire Alarm 

The fire alarm sounds like a continuous 
ringing bell and there are red fire alarm 

warning lights on the walls that will flash 
on and off continuously when the alarm is 
sounding. 

In the event of a fire or the alarm 
sounding, all coaches should take the 
following action: 

✦  Immediately stop all activities with the 
group of gymnasts you are working with. 

✦  Escort the group of gymnasts in your 
care, calmly to the nearest fire exit and 
to the fire assembly point. 

✦  Complete the register you will be given 
to confirm there is no one missing from 
your group. 

The Head Coach from each gymnasium will 
make sure that everyone is clear of the 
area before leaving. 

When the building is declared safe, you will 
be able to escort your group back into the 
building. Training can only recommence 
once all members have been checked back 
in via the registers. 

Raising the Alarm 

If you discover a fire please do the 
following: 

Raise the alarm- Either by breaking 
the glass on a fire alarm call point or 
by shouting for someone to call the 
fire brigade 
The alarm must be raised for every 
occurrence of fire no matter how 
small it may appear. This is so 
everyone has adequate time and 
opportunity to exit the building safely. 
Fires can grow and spread at vast 
rates. 

Call the emergency services as soon 
as it is safe and possible to do so. 

Please do not attempt to tackle the 
fire yourself and please advise 
caution and prevent any one who 
may attempt put out the fire before 
the fire service arrives.  
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Notice Periods 

If you would like to hand in your notice you 
will need to do this in writing. 

Dependent on your length of service, your 
notice period will rage from a minimum of a 
week to a maximum of 3 months. 

Ideally you will take all of your earned 
holiday entitlement but if not possible You 
will be paid for any unused accrued holiday 
entitlement. Any over taken entitlement will 
be recovered from your final salary 

If your leaving date falls on any other day 
than the last working day of that month, 
that month will be excluded from holiday 
entitlement calculations. 

Termination of Contract 

Should your contract be terminated through 
disciplinary action there are 2 separate 
courses of action that may take place. 

If you are summarily dismissed (with 
immediate effect) then you will have all 
outstanding monies paid to you up to and 
including the day of your dismissal 

If you are contractually dismissed, the 
stipulations of your notice period will apply 
and you will be paid in lieu of notice (?) 

In all cases the club reserves the right to 
enforce working of full notice. If you resign 

and are in possession of club property, you 
need to make your manager aware and 
make arrangements to return these as soon 
as possible. 

It may sometimes be necessary for us to 
transfer you to other suitable duties during 
your notice period or for you to accept 
payment in lieu of notice. 
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Return of Company Property 

Before leaving you must hand over 
anything in your possession that belongs to 
t he C l ub . Th i s i n c l udes un i f o rm , 
documents, devices and equipment. 

Paying Back Any Monies Owed 

On leaving it may be necessary to deduct 
any sums that you owe i.e. training course 
fees that were paid on your behalf. 

If you fail to work 
your notice, please 
be aware, you will 
be in breach of 
contract and may 
forfeit some or all 
of your final salary 

Non - Solicitation 

O u r e m p l o y e e s 
m u s t n o t b e 
solicited to promote 
other clubs unless 
previously agreed 
in writing by one of 
the Trustees. Nor 
can our employees 
be approached to 
work at another 
club venue without 
pr ior agreement 
from a Head Coach 
or the Coaching 
Director.  

C o n f i d e n t i a l 
information relating 
to the business or 
Club can not be divulged once you re no 
longer employed by us. 

Non  Compete 

We are very supportive of our team 
members who pursue opportunities to 
progress elsewhere or set up their own 
clubs. While we will continue to do this 
there are guidelines that must be followed 
to avoid conflicts of interest. 

The following are a few guidelines that we 
would like you to follow should you become 
involved in that may be in conflict with our 
own: 

✦ We would expect you not to set up a 
rival club within the Basildon or Castle 
Point area nor be in direct competition 
with any SEGC venue. 

✦ Any separate activities you carry out 
whilst still employed by us are done so 
where no connection can be made to 

SEGC. e.g. Not 
w e a r i n g o u r 
uniform. 
✦If you enter 
into partnership/
s p o n s o r s h i p 
arrangements or 
s i d e l i n e 
ventures such as 
l a u n c h i n g a 
c l o t h i n g l i n e 
d e d i c a t e d t o 
g y m n a s t s - 
Please keep all 
a c t i v i t i e s 
separate to your 
time with and 
association to 
SEGC. 
✦A n y 
information or 
data that you 
gather while in 
e m p l o y m e n t 
with us can not 
be used w i th 
a n y o u t s i d e 
in te res ts you 
may have. 

If you are thinking of or are involved with 
any activities which may be in conflict with 
us, please discuss with The Director of 
Coaching as soon as possible. 

Retirement 

We have no compulsory age where we 
would expect you to retire. At the point you 
wish to discuss plans for retirement, please 
speak to your line manager. 

18 19



Coaching Guidelines 

Our Coaches are custodians of good health 
and safety principles, making sure 
practices are adhered to, by all. As a 
reminder, your role as an SEGC Coach will 
involve the following: 

Risk assessments: 

Extensive risk assessments have been 
carried out on all areas of the gym and are 
reviewed annually. Potential hazards and 
suggestions on how to reduce or eliminate 
these are recorded. Please make sure you 
fami l i a r i se yourse l f w i th the r i sk 
assessments. 

Safety Checks: 

Every year a full inspection of the premises 
is carried out by an external contractor. Our 
Facilities Manager will also carry out regular 
spot checks through the year. All issues are 
recorded and passed onto the relevant 
team members to rectify. 

Duty of Care 

Duty of care means to have a moral or 
legal obligation to ensure the safety or 
well-being of others. All coaches have a 
duty to protect those in their care. This is 

even important when hose individuals are 
children.  

When children are left in the care of a 
coach, that coach is considered to be in 
‘loco parentis’.  A legal term that means ‘in 
place of a parent’. We must ensure our 
duties are carried out skilfully and in a 
caring manner. 

Coaching Qualifications 

We follow a program of 6 levels set by the 
British Gymnastics in regards to level of 
qualification. Coaches must only work on 
the specific sport and level they are 
qualified in. 
In order to take responsibility for a class, a 
coach must have a British Club Coach or a 
Level 2 qualification. 
Those trained to Level 1 may work 
supervised and under the direction of a 
Level 2 and higher who has agreed to be 
their mentor. The mentor must always be 
present as they are assuming a l l 
responsibility of the gymnasts training 
programme.  

Medical Considerations 

The health status of each participant should 
be known before the start of any training 
session or competition. If a coach is made 
aware of a medical condition or injury that 
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might adversely affect the gymnasts health 
if they were to train or compete then 
appropriate medical advice should be 
sought before any physical activity is 
undertaken. If a medical advisor advises 
against training or competing then this is 
what should happen until the all clear is 
eventually given. 

Gymnast Clothing 

Coaches and gymnasts must be dressed 
app rop r i a t e l y f o r t he i r a c t i v i t i e s . 
Appropriate clothing that allows freedom of 
movement should be worn by all gymnasts. 
This clothing shouldn’t be too loose that it 
becomes a safety hazard. Wearing jewellery 
is strictly prohibited by coaches and 
gymnasts. Long hair must be tied back.  

Apparatus Checks 

Regular checks of equipment are carried out 
by management however, in line with our 
safety conscious culture, visual checks of 
equipment must take place before use. If 
making adjustments, please make sure all 
required fixings are tightened and secured. 
You should also be confident that adequate 
space is maintained around the apparatus 
to ensure safe use. 

Safety Guidelines for using Gymnastics 
Equipment 

Apparatus should only be used for the 
functions outlined in the manufacturers 
instructions. All coaches must take time to 
explain the correct use and whi lst 
highlighting potential hazards to all 
participants. Alongside this, matting and 
padding should be used in all situations 
where it is required and chalk applied 
carefully to avoid slips. It is essential that 
all equipment should be cleared away into 
their dedicated locations after each use. 
The gym needs to be cleaned and 
maintained after use. 

Supervision 

We have already discussed Duty of Care 
towards our gymnasts. Coaches are 
responsible for their groups and therefore 

must not leave them unattended. If you 
need to leave your group, please do not do 
so be fo re ano the r su i t ab l e coach 
(depending on the activity taking place) is 
available to supervise them on your behalf.  

Planning & Assessment 

‘If you fail to plan, you plan to fail’ Planning 
is an integral part of gymnastics and will 
pave the way for success with each 
gymnast you coach. Challenging yet 
achievable aims should be agreed with each 
gymnast that will help them to achieve their 
goals as well as regular periods of 
assessment and evaluation to keep them on 
track or make necessary amendments to 
make sure they re successful. 

Motivation 

Our overall aim is to increase a participants 
se l f conf idence and anyth ing that 
undermines that confidence is to be 
discouraged.Coaches must be aware of the 
impact that negativity or non constructive 
criticism can have upon a child. It is widely 
accepted that a positive, constructive and 
encouraging approach including vocabulary 
and tone of voice is far more effective. We 
do not unfair comparisons of gymnasts 
against their peers. 

Preparation of the Gymnast 

The physical and psychological preparation 
of the gymnast is critical. Appropriate 
strength, flexibility and body awareness 
together with psychological factors must be 
developed prior to teaching a skill. The use 
of carefully selected progressive sub-skills 
that relate to to the complete skills is 
accepted good practice and is essential for 
safety and long term development. 

Age & feel of Participation 

Gymnasts will only be allowed to take part 
in activities that are safe for them to 
attempt. Factors that influence this decision 

could be age, gender, and physical 
characteristics to name a few examples. 
Coaches make take these factors into 

20 21



consideration when planning programmes 
for their gymnasts. 

Overtraining 

Excessive, repetitive exercises or poor 
technique can lead to overuse injuries. It is 
a coaches responsibility to reduce the risk 
of this happening by varying the gymnasts 
programme, teaching correct techniques, 
d e v e l o p i n g 
f i t n e s s a n d 
s u p e r v i s i n g 
correct use of 
apparatus. 

Food & Drink 

Food and drink 
s h o u l d b e 
consumed in the 
area inside the 
entrance and not 
in any of the 
training areas. 

Transporting 
Gymnasts in 
your car 

I f y o u a r e 
travelling to any 
event not on our 
premises with 
g y m n a s t s a s 
passengers you 
will need written 
p e r m i s s i o n . 
(Form available 
from the office) 
Yo u w i l l a l s o 
need to make sure your car insurance has 
adequate cover for business use as social 
and domestic policies may not contain 
sufficient cover. 

Overnight Stays 

If your ‘off premises’ event requires an 
overnight stay, permission will need to be 
granted by their parents. This is confirmed 
with the Staying Overnight Form. 
You will need to describe what supervisory 
arrangements you have in place and who 
will be responsible for the gymnasts 
welfare. In the event of a training camp 

organised by British Gymnastics there 
should be a nominated person responsible 
for the welfare of the gymnasts otherwise 
you should assume the responsibility lies 
with you. 

Interacting with Parents 

Understandably, parents have the right to 
be informed of their Childs progress and 

any difficulties 
t h e y m a y b e 
facing. Coaches 
s h o u l d b e 
proactive if any 
issues arise and 
not wait to be 
approached by 
t h e p a r e n t . 
M a i n t a i n i n g 
r e l a t i o n s h i p s 
with parents can 
be difficult. For 
example, their 
e x p e c t a t i o n s 
may not meet 
t h e i r c h i l d ' s ’ 
current ability.  

F o r a n y 
discussions that 
need t o t a ke 
p l a c e w i t h a 
g y m n a s t ’ s 
p a r e n t , t h e y 
must take place 
with either a: 

✦Head Coach 
✦Senior Coach 
✦Welfare Officer 

If you feel uncomfortable talking to a 
parent, one of the above can take care of 
this on your behalf. 

If you feel confident to do this by yourself, 
make sure it’s with the agreement of your 
Head Coach. 

You can politely ask a parent to wait 
outside the gym if they have entered 
without a coaches permission arranging a 
suitable time to talk, again, in the presence 
of a Head, Senior Coach or Welfare Officer. 
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