
South Essex Gymnastics Club


Policy Guide

Where to find everything you need to know: 

Data Protection Policy    Page 4 

Social Media Policy     Page 10 

Whistleblowing Policy     Page 12 

Inclusion, Diversity & Equality Policy  Page 13 

Disability Discrimination Policy   Page 16 

Race Discrimination Policy    Page 18 

Religious Discrimination Policy   Page 21 

Age Discrimination Policy    Page 23 

Sex Discrimination Policy     Page 25 

Contents

2



Sexual Orientation Discrimination Policy  Page 27 

Maternity & Pregnancy Discrimination Policy Page 29 

Marriage & Civil Partnership Discrimination  Policy  Page 31 

Trans Inclusion Policy     Page 33 

Bullying & Harassment Policy   Page 37  

Mental Health & Wellbeing Policy   Page 40 

Grievance Policy     Page 42 

Disciplinary & Appeal Policy    Page 47 

Safeguarding Policy     Page 55 

Code of Conduct Policy     Page 58 

Our goal is not only to comply with the Data Protection Act 1998 (the “1998 
Act”), but also to maintain the trust and confidence that exists between us 
and our customers and suppliers.  
  
In Part I, we explain why we process information about you, and in Part II 
we explain what we must do to comply with the 1998 Act as an organisation, 
and what you must do as individuals.  
  
Definitions: The following terms are used throughout this policy, and have 
a particular meaning based on the 1998 Act.  
  
Personal data: This means any information from which a living individual 
can be identified. This will include information such as telephone numbers, 
names, addresses, email addresses, photographs, CCTV footage. It will also 
include expressions of opinion and indications of intentions in relation to 
Data Subjects.  
  
Note that it will also cover information which does not identify an individual 
on its own but would identify an individual if put together with other 
information we hold or we are likely to hold in the future.  
  
Sensitive personal data: This means any information relating to:  

✦ Racial or ethnic origin  
✦ Political opinions  
✦ Religious beliefs or beliefs of a similar nature 
✦ Trade union membership 
✦ Physical or mental health or condition 
✦ Sexual life or 
✦ Offences or alleged offences or information relating to any proceedings 

for offences committed or allegedly committed.  
  
Processing: This covers virtually anything you can do with Personal Data 
(whether processed in an electronic format or in a structured paper based 
format), including: 

This policy is about
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✦ Obtaining, recording, retrieving, consulting or holding it  
✦ Organising, adapting or altering it 
✦ Disclosing, disseminating or otherwise making it available and 
✦ Aligning, blocking, erasing or destroying it.  

Data subject: This is the individual to whom the Personal Data relates.  
  
Information commissioner: This is the UK Information Commissioner who 
is responsible for implementing, overseeing and enforcing the 1998 Act.  
  
Further information 

Please be aware that:  

✦ It is a criminal offence under the 1998 Act if you knowingly or 
recklessly either obtain, disclose or sell Personal Data about another 
person in breach of this Policy and 

✦ We will take disciplinary action again you if you do not comply with 
this Policy.  

  
Please ask your Operations Manager if you don’t understand anything about 
this Policy.  
  
Part I: Our obligations when processing personal data  

The obligations set out in this Policy are in addition to the obligations which 
you owe us in relation to keeping information confidential.  
  
Use of your personal data - SEGC may process Personal Data about you for 
the purposes set out in the table below:  
  
Payroll: To calculate and pay your salary and to keep business accounts.  
  
Security: To keep your Personal Data and that of others secure and prevent 
unauthorised access, loss, damage, destruction or corruption.  
  
Employee administration: To administer your employment with us. This 
will include, for example, to comply with employment contracts, legal 
obligations and policies and to administer sickness records, holidays, 
appraisals and promotions.  
  
Prevention and detection of crime: To prevent and detect crime. This 
might include processing of Sensitive Personal Data including about offences 
or alleged offences and information relating to any proceedings for offences 
committed or allegedly committed.  
  

Equal opportunities: To promote and monitor equal opportunities. This 
might include the processing of Sensitive Personal Data including religious or 
similar beliefs, ethnic origin.  
  
Regulatory and professional requirements: To comply with regulations 
and professional requirements to which we are subject to.  
  
Administration of membership records: To administer your membership 
with clubs, associations and other organisations for business and/or 
professional purposes.  
  
Tax: To administer SEGC and employee revenue and tax obligations.   
  
Training and career development: To administer and supervise your 
training and career development.  
  
Health and safety: To comply with health and safety laws and SEGC 
policies. This may include processing of Sensitive Personal Data about you, 
such as details of your mental and physical health.  
  
Monitoring: To monitor your use of SEGC IT resources.  

Disclosure of your personal data: When we use Personal Data for any of 
the above purposes, we may need to disclose some of this Data, including 
Sensitive Personal Data, to third parties who provide services to us, such as 
payroll administrators, accountants, training bodies, professional bodies, 
HMRC, Police and other authorities and banks. 
  
Any CCTV monitoring we carry out is subject to the CCTV Code of Practice 
issued by the Information Commissioner.  
  
Requests for access to your personal data: The 1998 Act gives you 
certain rights including the right to see what Personal Data we hold about 
you and to ask us to rectify any inaccurate or out-of-date information.  

If you have any comments, concerns or complaints about how we use your 
Personal Data or CCTV footage, please contact the Operations Manager. Any 
complaints will be dealt with in accordance with our grievance procedure 
which you will find on page 42 of this booklet. 

Part II: Employees’ obligations when processing personal data  

When processing Personal Data about others on our behalf, you must comply 
with the requirements set out below.  
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Purposes for processing personal data  

Please note that we may only process Personal Data for the purposes listed 
in the tables below if one or more of the following exceptions applies:  

✦ The Data Subject has consented in writing to us processing their Personal 
Data 

✦ It is in order to protect the Data Subject’s vital interests (e.g. in a life or 
death situation) 

✦ The Personal Data has been made public as a result of steps deliberately 
taken by the Data Subject.  

All personal data:  
  
Contracts: To enter into a contract between us and the Data Subject or to 
perform such a contract.  
  
Legal obligations: To comply with legal obligations placed on us.  
  
Employment obligations: To exercise our legal obligations or rights in 
connection with employment such as sick pay administration.  
  
Equal opportunities: To monitor performance in providing equal 
opportunities for all. 
  
Legal rights: To establish, exercise or defend our legal rights.  
  
If you wish to process Personal Data for any purpose other than those listed 
above or for a purpose which not listed, please contact the Operations 
Manager.  
  
Data protection notices: We have to tell Data Subjects, including 
customers, job applicants, suppliers, service providers, business contacts 
and any other individuals, who will be processing their Personal Data. They 
should also be told why it is to be processed and if the Data Subject needs 
to give their consent to the processing, how they can do this. This 
information is provided in what is known as a ‘Data Protection Notice’. The 
data protection notices have been included in appropriate documents and on 
appropriate mediums (e.g. employment contracts, website privacy policies 
etc.).  
  
Data quality: You must maintain high standards of data quality and care 
by:  

✦ Ensuring that any Personal Data you process is necessary and relevant 
for the purpose you are processing it but at the same time ensuring 
that you have adequate Personal Data for your purpose. In other 
words, you should obtain enough information about an individual to 
enable you to perform your purpose(s) and no more. 

✦ Keeping Personal Data which you process accurate and up to date. 
✦ Destroying Personal Data which you no longer need. 
✦ Rights of Data Subjects under the 1998 Act. Data Subjects are 

granted various rights by the 1998 Act, including the right to ask to 
see what Personal Data we hold about them. Please speak to our HR 
Advisor immediately if you receive a request like this, as we have a 
maximum of 40 days to respond.  

✦ The right to require us to rectify any Personal Data which is 
inaccurate. For example, if you are requested to change an address of 
a customer, supplier etc. you should make those changes immediately. 
If inaccurate Personal Data about a Data Subject has been passed on 
to a third party, it may also be necessary to correct the third party’s 
data, depending on the nature of the data and whether the third party 
is still likely to be using it. If the Personal Data is of a more serious 
nature, keep a record of the change made and circumstances in which 
it was made and if you feel it is necessary, talk to the Operations 
Manager. 

✦ The right to prevent processing of their Personal Data if this has 
caused or is likely to cause damage or distress. 

✦ The right to prevent us sending unsolicited marketing materials to 
them. 

Security: Personal Data must be kept secure from unauthorised access and 
from being accidentally lost, destroyed or damaged.  

Disclosure: Do not disclose any Personal Data to a third party unless one or 
more of the following apply:  

✦ The Data Subject has been informed in a data protection notice that 
his or her Personal Data may be disclosed to such parties and the 
purpose it is being disclosed, or it is in the course of conducting 
SEGC’s legitimate business activities and the Data Subject would 
expect their Personal Data to be used for this purpose 

✦ It is with the consent of the Data Subject to whom the Personal Data 
relates (note that if you are disclosing Sensitive Personal Data, you 
should obtain written consent to this) 

✦ A Trustee or The Director of Coaching has authorised the disclosure 
✦ It is to an organisation and/or individual entitled to receive the 

Personal Data for example the police or the Inland Revenue. 
✦ It is to comply with legal obligations placed on us or to comply with a 

court order or it is in the course of legal proceedings.  
  
Any disclosure of Personal Data must be subject to appropriate security 
safeguards and, depending on the nature of the Personal Data, 
confidentiality obligations. If you’re uncertain about disclosing any Personal 
Data to third parties, please speak to the Operations Manager. 
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Photographs of you: We may take and retain copies of photographs of you 
to identify you for security purposes. We may, from time to time, use these 
photographs for internal purposes, such as our website. 
  
Employee obligations on termination of employment: All data, 
including Personal Data, processed by you in the course of your employment 
with us should remain on our premises or be returned to us. You are not 
entitled to take copies of or retain copies of SEGC Data on termination of 
your employment.  

We recognise that, at limited times during your working day (e.g. your lunch 
break), in your private time and from your personal device, you may wish to 
publish content on the Internet through a variety of means. Even outside of 
work, you must adhere to this policy when creating, modifying or 
contributing to websites.  
  
You must not post, contribute, create or publish anything which is sexually 
explicit, sexist, racist, ageist, threatening, demeaning, violent, offensive, 
defamatory, or discriminatory under the Equality Act 2010 or any other 
material that is likely to bring SEGC, its customers or employees or into 
disrepute.  
  
If you make any posting, contribution, creation, or publish any content which 
identifies or could identify you as an an SEGC employee, you must ensure 
that your conduct is appropriate and consistent with your contract of 
employment. A starting point for all our actions is to always treat people 
with dignity and respect. 

We also need to be aware of and be ready to act on any abuse between our 
members. Abusing someone online is just as serious as doing so face to 
face. We stand against all forms of abuse and will take actions against those 
who commit it. Harassment, intimidation, hateful language and bullying are 
never acceptable, nor is any form of discrimination on the basis of gender, 
race, religion, age, pregnancy or maternity, sexual orientation, gender 
identity, marriage or civil partnership or disability. 

Anonymous accounts or otherwise hiding one's identity for the purpose of 
abusing others will not be tolerated. The use of sexualised language or 
imagery, and unwelcome sexual attention or advances are not acceptable, 
nor is the publishing of others' private information without their explicit 
permission 

This policy is about
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We encourage the reporting of abusive behaviour and our coaches should 
encourage our gymnasts to report any abuse they may be receiving from 
their fellow members. Trolling is not acceptable nor is consistently 
mentioning or making contact with others when this behaviour is 
unwelcome. Any reported or discovered incidents of abuse to our members 
will be investigated and dealt with by the line manager of the employee. 
  
If you make postings of any unauthorised visual footage or audio recording 
of SEGC’s premises, equipment, processes or practices that is not already in 
the public domain, you will be in breach of company security rules. 
  
Should any posting, contribution, creation or publication that you have 
entered onto a blogging or social networking site be in breach of this policy, 
you will be requested to remove it immediately. This is especially true if it 
identifies SEGC, is considered derogatory and therefore brings SEGC into 
disrepute. A request to remove this content would be considered a 
reasonable management request and a failure to follow such a request would 
be dealt with under the disciplinary procedure.  

Mobile phones should be turned off in the gym except in the case where a 
phone is used as a club contact number or for emergencies. 

We consider it unacceptable for adult members to communicate with 
gymnasts under the age of 18 by text, any social media platform or email. 
Communication of this type should be through the gymnasts parents. 

Coaches can communicate directly with gymnasts over the age of 16, with 
parental consent, as long as copies of the correspondence is sent to a 
welfare officer.  

We take all of these matters very seriously. If you are not sure about any of 
these matters, please seek advice from your line manager. 

We aim to conduct our business with the highest standards of honesty and 
integrity at all times, and we expect you to do the same. The purpose of 
having this policy is to encourage and enable you to raise genuine and 
legitimate concerns in relation to any danger, fraud or other illegal or 
unethical conduct in the workplace, without fear of being subjected to any 
detriment, victimisation or disciplinary action.  
  
This policy provides an opportunity for your legitimate concerns to be 
investigated and for any appropriate action to be taken to ensure that the 
matter is resolved effectively. 
  
This policy is not intended to deal with employee grievances. If you have a 
personal grievance relating to your own employment, or if you are one of a 
group of employees with identical grievances, you should follow our 
grievance procedure. 
  
If you are uncertain whether your concerns fall within the scope of this policy 
(for example, if you are suspicious but uncertain as to whether the law has 
been broken, or whether a person is acting outside the scope of their 
authority), please report your concerns in the same way. If you have a 
concern about any danger, fraud or other illegal or unethical conduct at 
work, you must inform your line manager, either verbally or in writing. If you 
feel uncomfortable doing this, please contact one of the Trustees via email. 
Contact details are on our website.  

In accordance with the Public Interest Disclosure Act 1998, we will never 
discipline or victimise you for raising a legitimate and genuine concern in 
good faith, following the process set out in this policy.  
  
If we find that you have made a false allegation, or you have not followed 
the process, you may be subject to disciplinary action. In serious cases, such 
behaviour may constitute gross misconduct and, as such, may result in 
disciplinary action being taken against you, up to and including dismissal.  

This policy is about
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We are truly dedicated to creating a welcoming and inclusive workplace 
where our employees, customers, third party suppliers - everyone - feels 
comfortable to be themselves regardless of what their race or ethnic origin, 
religion, colour, gender or gender reassignment, marriage or civil 
partnership, pregnancy or maternity, sexual orientation, disability or age. We 
continually strive to build a diverse team who are always treated equally.  

A diverse team to us means we continually bring new ideas, fresh 
viewpoints, skills and experiences to our workplace. Successful 
implementation of this policy will promote greater engagement and 
productivity of our people who bring their whole selves to the workplace and 
will show continual improvement data trends across the whole team. 

This policy sets out how we practice inclusion in the workplace.  

Policy objectives  

Our approach is underpinned by a belief that all individuals should be treated 
fairly and have equal access to opportunities, regardless of their status. For 
us to attract, recruit, develop and retain the very best people, we are 
committed to respecting and embracing talent and working to support a 
culture that is inclusive and reflective of our values.  

Our approach is based on three key principles:  

Inclusion – we create a working culture where we value the whole person 
and the experiences they bring to work; everyone has the opportunity to 
develop in a way that is consistent with our vision and values.  

Equality – we promote equality by removing barriers, eliminating 
discrimination and ensuring equal opportunity and access for all groups of 
people. 

This policy is about
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Diversity – we accept each person as an individual and accept their 
differences. Our success is built on our ability in embracing diversity and 
knowing that everyone should feel valued for their contributions. 

Requirements: - No job applicant or employee will receive less favourable 
treatment on the grounds of sex, race or ethnic origin, age, marital status, 
pregnancy and maternity, civil partnership status, any gender re-
assignment, religion or belief, sexual orientation, disability. 

Employees will be protected from discrimination by association and inclusion, 
equality and diversity will be promoted within the workplace;  

Fair and equitable treatment will be the hallmark of every aspect of working 
life at SEGC from our written procedures through to every decision we make. 

We will promote a culture where employees recognise the value that an 
inclusive workforce, evidenced through a diverse make-up, brings to our 
company; and where colleagues and external associates are treated with 
dignity and respect.  

We will create an environment where anyone believing they have been 
subjected to discrimination, victimisation, bullying or harassment in the 
workplace, is entitled and feels safe to raise such concerns. We are 
committed to ensuring that the process for dealing with these concerns is 
straightforward and will be addressed in a compassionate, efficient and 
timely manner. 

Responsibilities: 

The Trustees are responsible for: 

✦ Reviewing, endorsing and achieving this policy’s aims.  

The Coaching Director is responsible for: 

✦ Recognising their role in being accountable for inclusion and increasing 
awareness of inclusion within the business and will lead by example.  

✦ Administering this policy on behalf of the Trustees. 
✦ Developing and rolling out the supporting strategies and plans to drive 

continual performance improvement.  

The HR Advisor & Financial Controller is responsible for: 

✦Ensuring that all of our policies, processes, procedures and practices 
underpin delivery of the inclusion policy. 

✦Cascading inclusion lessons learned and sharing best practice 
throughout the business. 
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✦Championing key issues and collectively recommending changes to 
policies, processes, procedures and practices to the Executive Board. 

✦Keeping all related processes and procedures under review and 
monitoring employment practices. 

✦ Measuring, monitoring and benchmarking our demographic profile and 
reporting trends the Coaching Director & Board of Trustees. 

✦Providing relevant advice and supporting coaches in championing 
inclusion across SEGC. 

✦ Ensuring that this policy and supporting strategies and procedures are 
distributed, implemented and complied with. 

Head Coaches are responsible for: 

✦ Implementing and enforcing the processes and procedures. 
✦Ensuring that their people are aware of their responsibilities and 

receive appropriate training. 
✦ Addressing any inappropriate behaviour.  

Coaches and all other colleagues are responsible for:  

✦Carrying out their work in line with this policy and associated processes 
and procedures. 

✦Respecting the rights of people to work in an environment that is free 
from prejudice and discrimination. 

✦Challenging any behaviour that falls short of the expectations of this 
policy. 

✦Identifying any breaches of this policy and reporting them to their line 
manager or welfare officer. 

When someone is treated unequally because of a disability or a perceived 
disability, it is considered disability discrimination under the Equality Act 
2010. Under this Act, disability is one of the ‘protected characteristics’ and 
as such, discriminating against someone because of a disability is illegal. 

Definition Of Disability According To The Equality Act 2010 

Under the Equality Act 2010, a disability refers to any mental or physical 
impairment that has a continuing and considerable detrimental effect on an 
individual's ability to perform normal everyday activities.  

Under this definition, you can only be considered disabled if you meet both 
criteria described below: 

✦The disability must be long term, which means it must be existing for 
12 months or more. For example, an arthritic condition or a persistent 
breathing condition resulting from a lung infection. 

✦The disability must be substantial, which means it must be serious 
enough to hamper your activities. For example, it causes you to take 
longer than normal to complete daily tasks such as dressing up or 
working at the computer. The Act is very clear that physical and mental 
impairments that are either minor or short term are not considered as 
disabilities. 

There are a few conditions that are automatically treated as disabilities 
under the Equality Act. These include: 

✦Conditions that affect certain organs such as heart disease, stroke and 
asthma. 

✦Problems with sight or hearing. 
✦Progressively deteriorating conditions such as muscular dystrophy, 

motor neurone disease, HIV, multiple sclerosis and forms of dementia. 
✦Recurring or fluctuating conditions such as fibromyalgia, osteoarthritis, 

Chronic Fatigue (ME) and rheumatoid arthritis, in which the severity of 
the symptoms may vary at different periods of time. 

This policy is about


Disability Discrimination

15 16



✦Learning disabilities and learning difficulties such as dyslexia, 
dysgraphia and dyspraxia. 

✦Diagnosed mental health conditions such as Obsessive Compulsive 
Disorder (OCD), Bipolar disorder. 

✦Impairments due to injury to the body or brain. 
✦Cancer or HIV. 

If you suffer from any one of these conditions and feel you are experiencing 
discrimination because of it, please report it to your line manager or a 
Welfare Officer.  

There are actions we can take to bring equality to the workplace for 
someone who is disabled. These are known as reasonable adjustments. 
These adjustments can range from adapting work equipment to additional 
rest breaks. Depending on what disability you have, we may need to involve 
others such as your physician, with your permission, to understand exactly 
how your disability may affect health and safety and how to minimise those 
risks so you are not disadvantaged.  

We understand that some of our current employees might be reluctant to 
disclose their disability to us due to fear that it might be used against them. 
You are under no compulsion to disclose your disability to us and we have no 
right to question you about a perceived disability. Please do understand that 
if you do confide in us, we will treat your disclosure as sensitively as possible 
and do all we can to make sure that you are not at a disadvantage because 
of your disability.  

When someone is treated unequally because of their race, their perceived 
race or the race of someone they are associated with, it is considered race 
discrimination under the Equality Act 2010. Under this Act, race is one of the 
‘protected characteristics’ and as such, discriminating against someone 
because of race is illegal. 

Definition Of Race According To The Equality Act 2010 

The Act is clear in its definition of race. Race means being part of a group of 
people who are identified by their nationality, citizenship, colour, national or 
ethnic origins. If you belong to any one of these groups and you experience 
discrimination, it would be counted as race discrimination. It also counts as 
discrimination if you are not part of any one of these groups but someone 
discriminates against you because they think you are. This is known as 
perceived race discrimination. 

Race discrimination that occurs within any of the following settings is 
unlawful: 

✦ In the workplace. 
✦ In any educational institution. 
✦ Housing. 
✦ When providing services or goods such as in the banking, 

entertainment or transportation industries. 
✦ Any activity performed by any of our public authorities like the 

police, prisons, the NHS, local authorities and government 
departments. 

Also, irrespective of whether the race discrimination was deliberate or 
unintentional, it would still count as discrimination and be deemed unlawful. 

This policy is about
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Types of Race Discrimination 

According to the Equality Act 2010, racism can be either indirect or direct. It 
could also be in the form of victimisation or harassment. 

Direct discrimination 

When one person is treated less favourably compared to another person who 
is equally qualified only because of their race, it is considered direct race 
discrimination.  
Examples of direct discrimination would include being passed over for 
promotion because of the individuals colour, nationality or ethnic origin or 
not getting a job on grounds that ‘customers may object’ or some other 
similar reason. Physical and verbal abuse referring to a person’s nationality, 
colour or ethnic origin is also forms of direct race discrimination. 

Indirect discrimination 

When an organisation has put in place certain rules that are applicable to all 
employees but will put certain groups at a disadvantage, it is known as 
indirect discrimination, which is also illegal. An example of indirect 
discrimination would be if an employer insists that all employees should have 
English as their first language even though the job tasks do not involve 
direct interaction with clients. 

Harassment 

Creating an environment that is hostile, offensive, humiliating, intimidating 
or degrading for a person of another race is tantamount to harassment. This 
could include making offensive racial jokes or issuing veiled threats to 
anybody who falls within a certain racial group. 

Victimisation 

If you’re being treated unfavourably because you have filed a racial 
discrimination complaint against an organisation or one of its employees, it 
is considered victimisation. Victimisation is unlawful and should be brought 
to the attention of the appropriate authorities for appropriate action. 

Race Discrimination by Association 

If an individual is discriminated against due to the race of somebody that 
they are associated with and not because of their own race, it is known as 
race discrimination by association. An example would be if your work 
colleagues began to exclude you from social events because your partner is 
from a different racial background that they have a bias against. Race 
discrimination by association is also illegal and if you believe you have been 

subjected to treatment like this, you must speak to your line manager or 
Welfare Officer as soon as you can. 

Race Discrimination In The Workplace 

The Equality Act applies to all employees and covers all areas of 
employment. 
All employees include job applicants, contract workers, trainees, permanent 
employees and office holders such as partners and company directors. 
All areas of employment include recruitment, selection, training, promotion, 
perks, pensions, dismissals and retirement benefits. What this means is, all 
employees, irrespective of their status or tenure with an organisation, have a 
right to equal treatment regardless of their race and if not received that 
treatment could be deemed as illegal. 

Exceptions To The Law Against Race Discrimination 

There are certain circumstances when the employer or educational 
institution may be within their legal rights to treat an individual what might 
be seen as less favourably because of the persons race. These instances will 
not be counted as race discrimination. Should an employer be able to display 
that an employee needs to be of a specific race so as to perform a particular 
job, they could be assertive on employing  or promoting somebody who is of 
that race without falling foul of the law. In legal terms, this situation is called 
occupational requirement. 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One of the clauses of the Equality Act 2010 states that it is against the law 
to discriminate against anybody because of their religion or beliefs or their 
lack of religion or beliefs. 

Definition Of Religious Discrimination According To The Equality Act 
2010 

In legal terms, the word ‘religion’ refers to 

✦ All major religions such as Christianity, Buddhism, Islam, Judaism, 
Hinduism and Sikhism as well as less widely practiced religions such 
as Scientology, Paganism and Rastafarianism amongst others. 

✦ Various denominations and sects within a major religion such as 
Protestants, Jehovah’s Witnesses and Methodists within Christianity 
or Sunnis and Shi’as within Islam. 

What this means is, you are protected against discrimination if you belong to 
any one of the major or minor religions and you are also protected against 
discrimination if you do not belong to any religion or do not have any 
religious beliefs – e.g. if you are an Atheist.  

For example, if a Hindu book store refuses to sell you a book because you 
belong to another religion or because you are an Atheist, it would be 
considered religious discrimination, which is against the law. 

Types of Religious Discrimination in the Workplace 

Religious discrimination in the workplace could take various forms including: 

✦ Direct discrimination – You are treated differently from other 
employees because of your religion or your perceived religion. 

✦ Indirect discrimination – You are intentionally or unintentionally 
disadvantaged because of a certain policy that is enforced in the 
workplace 
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✦ Discrimination by association – You are treated unfavourably 
because of your association with someone who is from a particular 
religion 

✦ Harassment – You are bullied, teased or humiliated because of 
your religion or beliefs 

✦ Victimisation – You are treated unfairly because you filed or 
supported a complaint about religious discrimination 

How Religious Discrimination May Occur 

Sometimes religious/belief discrimination in the workplace may be very 
obvious e.g. A job advertisement specifically mentions that only applicants of 
one particular religion may apply. it may also not be as obvious. These are a 
few more ways that you could be discriminated against because of your 
religion that aren’t as obvious to you. 

✦ You are forced to comply with a dress code that goes against your 
religious beliefs. For example, you are not allowed to wear religious 
dress. This would disadvantage you if your religion required you to 
wear a turban or a headscarf. However, if wearing these items could 
be justified as potentially causing a risk to health and safety, it 
would not be considered as discrimination. 

✦ You are forced to work on days that are considered holy in your 
religion. For example, if you are Jewish and you need to take Friday 
afternoons off to prepare for Sabbath. This should be allowed, 
provided you make up the time during another day of the week. 
However, if your attendance on Friday afternoons can be reasonably 
justified, that would not be counted as discrimination. 

Accommodating your religious beliefs– 

Where possible, if there is an appropriate room on our premises we will 
make this available for quiet prayer. 

Time off for religious occasions – 

If you require time off to observe a religious or cultural festival or ceremony, 
please speak to your line manager who will do what they can to 
accommodate you with paid or unpaid time off work. We ask that you give 
us as much notice as possible to make it easier for us to be able to make 
alternative arrangements to cover your absence. 

Wearing clothing dictated by your religious beliefs – 

If you normally wear certain types of jewellery or clothing due to religious 
reasons you need to discuss this with us so we can make sure that you can 
carry out your job role without the risking the health and safety of you, your 
colleagues or any of our members. 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Age discrimination takes place when you are put at a disadvantage due to 
your age from things such as recruitment stages, employment terms and 
conditions, training, promotions, transfers, redundancies, retirement and 
dismissals. 

Definition Of Age Discrimination According To The Equality Act 2010 

Under the Equality Act 2010, it clearly states that no one can or should be 
treated unfairly or denied any type of opportunity only because they are 
above or below a certain age or they belong to a certain age group. In the 
workplace this means you cannot be denied a job, training or promotion 
simply because of your age. 

There are 4 categories of age discrimination: 

✦ Direct discrimination - An example of this is if you are denied 
promotion because you are 'too old' or you are denied a raise 
because you are 'too young 

✦ Indirect discrimination - An example of this is if a training course 
is offered only to recent graduates. This excludes older employees 
from being able to apply  

✦ Harassment - An example of this is if you a subject to offensive 
jokes or comments about your age or the age of someone you 
associate with, such as another coach 

✦ Victimisation - An example of this is if you are passed for a 
promotion or a pay raise that was due to you simply because you 
supported a colleague's complaint of age discrimination 

Discriminating against an employee or prospective employee only because 
they are 'too old' or 'too young' is against the Act and considered to be 
illegal. Anyone who is subjected to this unfair treatment because of their age 
is considered to be  victim of age discrimination. 

We understand that reporting to us that you believe you are being 
discriminated against is an intimidating process, so we aim to make it as 
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clear and straightforward as possible. If you choose to contact us, via your 
line manager or a Welfare Officer, all details of the incident will be dealt with 
in the strictest of confidence. 

Please note there are a few examples where it will be lawful to put  in 
restrictions due to someone’s age.  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The law states that you must not be discriminated against because: 

✦ You are or are not a particular sex 
✦ Someone thinks you are the opposite sex (known as discrimination by 

perception) 
✦ You are connected to someone of a particular sex (known as 

discrimination by association) 

There are 4 categories of sex discrimination: 

✦ Direct discrimination - This happens when, because of your sex, 
someone treats you worse than someone of the opposite sex who is in 
a similar situation e.g. a nightclub offering free entry to women but 
charges men to get in 

✦ Indirect discrimination - This happens when an organisation has a 
particular policy or way of working that applies in the same way to 
both sexes but which puts you at a disadvantage because of your sex. 
There can be a legitimate reason for this referred to as ‘objective 
justification’ 

✦ Victimisation - This is when you are treated badly because you have 
made a complain of sex discrimination 

✦ Harassment - There are three types of harassment relating to sex. 
The first is the same for all protected characteristics when someone 
makes you feel humiliated, offended or degraded. The second is  
sexual harassment and the third is being treated unfairly because you 
refused to put up with being sexually harassed. 

Sexual harassment takes place when someone is subjected to unwelcome 
and unwanted sexual behaviour or other conduct that is related to their 
gender. 
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Behaviour that constitutes sexual harassment includes: 

✦ Unwelcome behaviour of a sexual nature, this may be either physical 
or verbal 

✦ Inappropriate or suggestive remarks or verbal sexual advances 
✦ Indecent comments, jokes or innuendos relating to a person's looks or 

private life 
✦ Unwanted physical contact such as hugging, kissing or inappropriate 

touching 
✦ Requests for sexual favours 
✦ The display or circulation of pornography or indecent images 

Often this kind behaviour may be brushed off by the harasser as ‘banter' or 
harmless flirting. It is important to remember that the impact the behaviour 
had on you is the most important factor it is not so relevant whether the 
individual intended to cause offence but rather offence was caused by the 
conduct. 

We understand that reporting sexual harassment can be intimidating, so we 
aim to make the process as clear and straightforward as possible. If you 
choose to contact us, via your line manager or a Welfare Officer, it will only 
be treated as a formal complaint if you make it clear that this is the route 
you would like to take. We are happy to offer informal advice about the 
possible action and outcomes open to you and will not force you to take any 
action you do not feel comfortable with. 

Where we believe a criminal offence has taken place, we will advise you to 
report the incident to the police. If we have serious concerns about your 
safety or the safety of others we have a duty to contact the police but we 
will do our best to inform you of this beforehand. 

If we receive more than one complaint of a serious criminal nature, or where 
we are concerned that an allegation may form part of an ongoing pattern of 
behaviour that could put other members of the team or the general public at 
risk then we reserve the right to report this matter to the appropriate 
authorities, including law enforcement. If we do need to do this, we will let 
you know. 

All details of the incident will be dealt with in the strictest of confidence. 
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The law clearly states that no individual should be discriminated against 
because of their sexual orientation or their ‘perceived' orientation. 

What exactly is sexual orientation? The Equality Act defines it as being 
sexually attracted to: 

✦ Individuals of the same sex as you – you are lesbian or gay 
✦ Individuals of the opposite sex – you are heterosexual 
✦ Individuals of both sexes – you are bisexual 

Perceived sexual orientation is when it is believed you are of a particular 
sexual orientation, even when you are not. 

These two examples demonstrate sexual orientation discrimination in 
different circumstances: 

✦ You are refused entry into a lesbian bar because you are heterosexual 
- This is counted as sexual orientation discrimination and is 
considered illegal. 

✦ A bus driver asks you to get off the bus because you are holding 
hands with your gay partner. However, other heterosexual couples 
who are also holding hands in the bus are allowed to stay on - This is 
unlawful discrimination because of your sexual orientation. 

Under the Equality Law 2010, it’s against the law to be discriminated against 
by an employer whether directly or indirectly due to your sexual orientation 
or perceived sexual orientation. 

You are also protected against discrimination by association. This is when 
you are treated differently because of the sexual orientation of a person you 
happen to know or are associated with, such as any friends or family and not 
because of your own sexual orientation. Victimisation and harassment at 
work are also against the law. 
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The sexual orientation discrimination law at work covers all aspects of 
employment from recruitment to dismissal. This includes training 
opportunities, terms and conditions, recruitment, pay and benefits, transfer 
or promotion opportunities, redundancy ad dismissal. 

Direct Discrimination 

If you are treated unfavourably because of your sexual orientation, 
perceived sexual orientation or sexual orientation by association, it is 
considered direct discrimination. 

For example if a male employee is granted annual leave to accompany his 
pregnant wife to antenatal classes but refuses to grant the same privilege to 
another female employee whose same-sex partner is pregnant, that is likely 
to be direct discrimination by reason of sexual orientation. 

An example of discrimination by association would be refusing to employ you 
because it is well known that your brother is gay. 

An example of perceived discrimination would be holding back your 
promotion because your manager suspects that you are a lesbian. 

Indirect discrimination 

If there is a policy, practice or rule in the workplace that you are not likely to 
be able to meet or which puts you at a disadvantage because of your sexual 
orientation, it is classed as indirect discrimination. This is unlawful whether it 
is done intentionally or unintentionally. 

For example, it is indirect discrimination if your employer has a policy in 
place that offers free club memberships to all husbands or wives of their 
employees but the same perk is not extended to same-sex partners. 

Harassment and victimisation  

Harassment would include intentional as well as unintentional bullying, 
teasing or creating an environment that encourages homophobic jokes. 

Victimisation involves treating you unfavourably because you complained or 
helped somebody else file a claim against sexual orientation discrimination, 
gave evidence as a witness in court or stood up for your rights some other 
way. You are protected against harassment and victimisation not just in the 
workplace but also in any work-related setting such as an office party or a 
social event away from the workplace. If you believe you are being 
discriminated against because of your sexual orientation, please speak to 
your line manager or Welfare Officer. 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Under the Equality Act 2010, receiving unfair treatment at work because you 
are either pregnant, breastfeeding or have recently had a baby is against the 
law and may be considered discrimination against your pregnancy and 
maternity. It is also unlawful for you to be treated unfavourably due to a 
pregnancy-related illness or a past pregnancy. Whether you are eligible to 
receive maternity pay or not will depend on your employment status and 
length of service but it is unlawful to deny you your entitlement to 52 weeks 
of maternity leave. 

Putting you at an advantage because of your pregnancy can look like the 
following: 

✦ Retracting training or promotion opportunities
✦ Reduction of pay or working hours
✦ Redundancy or dismissal on ground of pregnancy
✦ Failure to carry out risk assessment in environments where there 

are inherent health and safety risks to a pregnant woman and her 
unborn baby

✦ Pressure to resign 

You are protected from discrimination as soon as we know you are pregnant. 
You will not unfairly be made redundant or be unfairly dismissed for being 
pregnant or for any reason that is related to your pregnancy or childbirth. 

You do not have to tell us about your pregnancy until the fifteenth week 
before your due date, however there are many risks attached to not 
informing us as we need to carry out risk assessments to make sure it is 
safe for you and your baby whilst you continue working. 

During your maternity leave you will continue to entitled to the same 
benefits as before. When your leave finishes, you are entitled to go back the 
previous job and position that you held. If that’s not possible, due to 
business changes that may have occurred during your leave, you will be 
offered an appropriate alternative if there is one that is available. If, there is 
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a possibility of your role being made redundant while you are on maternity 
leave, you will be consulted with fully before any decisions are made. 

Absence from work due to pregnancy related illness will not be taken into 
account for disciplinary or redundancy situations. Time off from work for 
antenatal appointments is also a legal right for you to have. We just ask that 
you give us as much notice as possible so we can plan around your 
appointments. 
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The Equality Act says you must not be discriminated against because you 
are married or in a civil partnership. 

In the Equality Act, marriage and civil partnership means someone who is 
legally married or in a civil partnership. Marriage can either be between a 
man and a woman, or between partners of the same sex. Civil partnership is 
between partners of the same sex. 

People do not have this characteristic if they are: 

✦ Single 
✦ Living with someone as a couple neither married nor civil partners 
✦ Engaged to be married but not married 
✦ Divorced or a person whose civil partnership has been dissolved 

There are three types of marriage and civil partnership discrimination. 

Direct discrimination 

This will be evident if you are treated worse than your colleagues because 
you are married or in a civil partnership. For example: A woman works in a 
male dominated office building but is dismissed when she gets married 
because her employer thinks a married woman should be at home in the 
evening. 

Indirect discrimination 

Indirect discrimination happens when a policy or way of working puts people 
who are married or in a civil partnership at a disadvantage. Such a policy is 
only permitted if it is shown that there is a good reason for it and if the 
implementation of the policy is appropriate and necessary. This is known 
as objective justification. 
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Victimisation 

This is when you are treated badly because you have made a complaint of 
marriage or civil partnership related discrimination. It can also occur if you 
are supporting someone who has made a complaint of marriage or civil 
partnership related discrimination. 

Harassment 

The harassment provisions that relate to other protected characteristics do 
not apply to marriage or civil partnership. However, if you are subjected to 
any hostile, intimidating, humiliating, degrading or offensive treatment 
because you are married or a civil partner please report it to your line 
manager. We understand that reporting any discriminatory behaviour can be 
an intimidating process, so we aim to make it as clear and straightforward as 
possible. If you choose to confide in us, all details of the incident will be 
dealt with in the strictest of confidence. 
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Trans is an inclusive term for people who may identify themselves as 
transgender, transsexual, transvestite, but also includes identities such as 
agendered, polygendered, non-gendered or gender queer. 

Intersex  

Intersex is a biological condition that people are born with. Intersex people 
can have a combination of male and female anatomy; as a result, their 
biological sex cannot easily be classified as either male or female. Until 
recently, the medical profession encouraged surgery on intersex babies so 
that the child would conform to stereotypical male or female appearances. 
Subsequently, many intersex people encountered difficulties later in life as 
the gender prescribed by the medical profession and society was different 
from the gender with which they associate.  

The advice now is to wait until an informed choice can be made. Not all 
intersex people opt for surgery, and many will consider themselves to be 
intersex rather than male or female. While trans issues are different from 
intersex issues, intersex people who had their gender incorrectly prescribed 
at birth may decide to transition to the gender with which they identify later 
in life. 

Gender Dysphoria 

Gender dysphoria is a recognised condition, for which treatment is 
sometimes appropriate. It is not a mental illness. Some people with gender 
dysphoria have a strong and persistent desire to live according to their 
gender identity, rather than their biological sex and may undergo medical 
treatment so that their physical appearance is more consistent with their 
gender identity.  

On average, men are diagnosed with gender dysphoria five times more than 
women. While gender dysphoria is rare, the number of people being 
diagnosed is increasing due to growing public awareness about the 
condition. Signs can appear at a very young age e.g. a child refusing to wear 
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typical clothes of their gender or taking part in nontypical games – this 
occasionally passes but often continues to adulthood. The onset of puberty 
may increase the risk of self-harm, addiction or suicide 

Gender Reassignment Discrimination 

The Equality Act 2010 includes gender reassignment as one of nine 
protected characteristics. Gender reassignment is when a person takes steps 
to alter the outward expression of their gender so that it better aligns with 
their sense of who they are.  
The process of gender reassignment is a social process known as 
transitioning. This may involve changes to name, title and appearance and in 
some cases medical treatment. The Act does not require a person to be 
under medical supervision to be protected.  

The Act also provides protection for transsexual people who are defined as: 

✦ Proposing to undergo 
✦ Are undergoing or; 
✦ Have undergone the process of changing their sex.  

It is unlawful to be discriminated against or harassed  because you are, are 
perceived to be, or are associated with someone who is transsexual. 

Direct Discrimination 

If you are treated unfavourably because you are transitioning, perceived to 
be transitioning or are associated with someone who is transitioning it is 
considered direct discrimination.

For example if you are denied an opportunity for a promotion simply because 
you are trans and the interviewer believes it will cause other members of the 
team will feel uncomfortable.
An example of perceived discrimination would be exclusion from company 
events because your manager suspects that you are transitioning.

Indirect discrimination 

If there is a policy, practice or rule in the workplace that you are not likely to 
be able to meet or which puts you at a disadvantage because of you are 
transitioning, it is classed as indirect discrimination. This is unlawful whether 
it is done intentionally or unintentionally.

Harassment and victimisation 

Harassment would include intentional as well as unintentional bullying, 
teasing or creating an environment that encourages  transphobic jokes.
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Victimisation involves treating you unfavourably because you complained or 
helped somebody else file a claim against trans discrimination, gave 
evidence as a witness in court or stood up for your rights some other way.

You are protected against harassment and victimisation not just in the 
workplace but also in any work-related setting such as an office party or a 
social event away from the workplace.

We support any of our colleagues who may be going through any stage of 
transitioning and will protect anyone from experiencing any unwanted 
behaviour. If you believe you are being discriminated against because of you 
are transitioning or have transitioned, please speak to your line manager or 
Welfare Office as soon as possible. 

Confidentiality 

We will not divulge any confidential information where it  has not made it 
public that one of our employees are trans or have a trans history. This 
information will not be disclosed without explicit consent.  

Any SEGC member, employee or volunteer who identifies an individual as 
trans without their permission may be committing a criminal offence and will 
be dealt with in accordance with the relevant disciplinary procedures. 

Use of Facilities 

Any transitioning or transitioned employee, gymnast, volunteer or agency 
worker will have have access to changing rooms and toilets, according to the 
gender in which they present. We will not restrict use to disabled toilets or 
other unisex facilities unless it is specifically requested.  

Participation of trans people in gymnastics 

This policy sets out the circumstances in which trans people can participate 
in gymnastics domestic competitions and applies to all South Essex 
Gymnastics Clubs. 

We aim to ensure that all trans people can take part in the sport without fear 
of discrimination or bullying. This includes trans people who are not currently 
afforded protection under the Equality Act 2010. We consider any 
transphobic abuse, harassment or bullying as unacceptable and will ensure 
that any inappropriate behaviour and language is challenged and where 
appropriate that disciplinary action is taken in accordance with our 
disciplinary policy.  

We believe that trans gymnasts should not be restricted from taking part in 
gymnastics competition in their affirmed gender unless it is strictly 
necessary to uphold fair or safe competition. We will ensure that all trans 

people are supported to participate in any programmes, training and events 
run by British Gymnastics. 

Competing Guidelines 

Anyone who has transitioned from female to male can compete in the male 
category.  

Any male to female trans participant under the age of 12 can compete in the 
female category.  

Any male to female trans participant over the age of 12 can compete in the 
female category of a domestic competition subject to written confirmation 
from a relevant medical professional that the individual has not reached 
puberty or has commenced hormone treatment to suspend puberty.  

Any male to female trans participant who is post-puberty can compete in a 
female category subject to verification of evidence provided by a relevant 
medical professional that they comply with the IOC guidelines (2015). 

Non-binary gymnasts  

We do not currently take part in competitions specifically for people whose 
gender identity is non-binary. Non-binary participants can compete in mixed-
sex competition such as team gym.  

British Gymnastics & SEGC aim to be inclusive of everyone and will take 
steps to support the fair participation of non-binary participants. Each 
individual’s circumstances will be considered on a case-by-case basis and 
any enquires should be addressed to a Head Coach. 

Competition Clothing 

To ensure that male to female trans gymnasts are not identifiable, the rules 
for any domestic competition open to female gymnasts must permit any 
participants to wear gymnastics shorts or tights without deduction. No 
deductions are permitted where an item of clothing worn by a female to 
male trans athletes such as a chest binder is visible when worn with a 
leotard or unitard.  

Information about a participant’s trans status will only be disclosed to 
competition organisers on a strict need to know basis if it is necessary to 
avoid a judging penalty. Any enquires relating to clothing should be 
addressed to a Head Coach or the British Gymnastics Integrity and 
Compliance Director. 
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If you are being intimidated at work, whether it is by your line manager or 
by any other staff member, it is tantamount to bullying in the workplace. 

Bullying v/s Harassment 

Bullying and harassment are quite similar and the terms are often used 
interchangeably. However, there is a difference between the two. 
Harassment is considered unlawful under the Equality Act 2010 but bullying 
isn’t. However, any unacceptable behaviour will not be tolerated at SEGC and 
if after a full investigation we find evidence of any bullying or harassment, it 
will be dealt with in the most severe of circumstances. 

Harassment  

The law defines harassment in the workplace as any unwanted conduct that 
affects the dignity of any worker. It could be an isolated incident or 
persistent or  and may be related to age, sex, religion, disability, nationality, 
race, sexual orientation or any personal trait of the person involved. The key 
is that the comments or actions are looked upon as humiliating and 
unacceptable by the recipient.

Bullying  

Bullying in the workplace could take the form of offensive, abusive, malicious 
or intimidating behaviour or misuse of power with the intention of 
undermining, humiliating or belittling the person it is being directed towards.
Bullying and harassment may be obvious or insidious. They can happen 
face-to-face or by phone, post or email or over social media platforms. 

Actions That Are Considered Bullying In The Workplace 

Bullying may range from humiliation and verbal abuse to physical violence 
and undermining someone’s confidence. Whatever form it takes, it is 
unwarranted and can be very distressing and stressful.

This policy is about
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Bullying in the workplace may involve any of these actions: 

✦ Spreading malicious rumours.
✦ Making offensive or intimidating comments.
✦ Picking on someone for no apparent reason.
✦ Being humiliated in front of colleagues.
✦ Denying training or promotion opportunities.
✦ Blamed unfairly for problems caused by others.
✦ Deliberately undermining a competent worker.
✦ Withholding information so that the job cannot be completed.
✦ Physical or verbal abuse.
✦ Regularly treated unfairly.
✦ Constantly making threats about job security without any cause.
✦ Constantly being set up to fail by imposing unreasonable or 

impossible deadlines or workloads.
✦ Exclusion from common activities.
✦ Unwelcome sexual advances, which could include touching, 

suggestive looks or sexual innuendo.
✦ Making work decisions based on sexual advances being accepted or 

thwarted.
✦ Overbearing supervision. 

Effects Of Bullying In The Workplace 

Bullying can have a serious impact on your physical, mental and emotional 
health and is absolutely unacceptable. 

Some people who are bullied may feel angry and frustrated at not being able 
to cope with the situation whereas others may become frightened and de-
motivated. Loss of self-esteem and loss of self-confidence are common 
fallouts of bullying and can lead to frequent absence from work due to 
illness, stressed relations at home and job insecurity. Job performance is 
almost always affected and some people feel forced to resign because they 
find the situation unbearable. 

What Should You Do If You Are Being Bullied At Work 

We have a duty of care to every one of our employees and we will make sure 
you have a safe, healthy and happy environment to work in. This includes 
ensuring that you are not being bullied or harassed by another colleague or 
customer. 

If in the unfortunate circumstance, you find yourself being bullied in the 
workplace. 

✦ Keep a written record. Whether the bullying is ongoing or it was an 
isolated incident, keep a written record of all incidents, no matter 
how small and trivial it may seem at the time. Include as many 
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details as possible including the date and time, the exact words that 
were used, where the incident took place and if there were any 
witnesses.

✦ Talk to the bully. It may seem hard to believe but sometimes the 
person bullying you may not realise what they are doing or the 
effect it is having on you. Give them the benefit of doubt and 
discuss the situation calmly and politely. Explain that what is 
happening is unacceptable. If you feel you would rather not speak 
to the person directly, you could request someone else to do it on 
your behalf.

✦ Get some advice. If talking to the bully does not stop the behaviour, 
speak to your line manager or a Welfare Officer and ask for advice 
on how you might deal with the situation informally.

✦ Make a formal complaint. If the problem does not get resolved 
informally, it may be time to take things up another level and file a 
formal complaint through our grievance procedure. 

The Government's Department of Health advises that one in four of us will 
experience mental ill health at some point in our lives. SEGC promotes 
positive mental health and support those who are experiencing mental ill 
health. 

What is mental health? 

Mental health includes our emotional, psychological, and social well-being. It 
affects how we think, feel, and act. It also helps determine how we handle 
stress, relate to others, and make choices. 

Mental ill health can range from feeling 'a bit down' to common disorders 
such as anxiety and depression to more severe and far less common 
conditions such as bipolar disorder or schizophrenia. 

Most people's mental health will not just be continuously good. Usually it will 
rise and fall depending on pressures and/or experiences in their life. A 
person may therefore feel in good mental health generally but also 
experience stress or anxiety from time to time. 

Why is understanding and addressing mental health important? 

People that feel good about themselves often interact well with colleagues 
and make a valuable contribution to the workplace. 

After many studies into the subject, for the first time, stress has been 
highlighted as a major cause of long-term absence. Many employees are 
reluctant to talk about stress at work.  This also includes work place anxiety. 
They may feel there is still a stigma attached to stress and that they will be 
seen as weak if they admit they are struggling. But stress is not a weakness, 
and can affect anyone at any level of an organisation. 

This policy is about
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Where to go for further support if you are experiencing mental ill 
health 

If you are experiencing mental ill health there is help and support for you. 
You can confidentially speak to your line manager or a Welfare Officer at any 
time if you need to talk, want to advise us you are seeking treatment, are 
already in treatment and need our assistance i.e. enquiring about our 
capacity to facilitate an emotional support dog. Whatever the reason, we are 
here to help. 

There are also many professional organisations that can provide you with 
help and guidance. A few examples below: 

✦ Access to work that can provide advice and an assessment of 
workplace needs if you have a disability or a long-term health 
condition, and are already in employment or are just about to start. 
Grants may be available to help cover the cost of workplace 
adaptations to enable you to carry out your job without being at a 
disadvantage. For more information, go to www.gov.uk/access-to-
work. 

✦ Improved Access to Psychological Therapies (IAPT) / Wellbeing 
Services exist in all localities but you will need to check with your 
GP surgery to see if this may be available near you. 

✦ Mind is the leading mental health charity in England and Wales. 
Their helpline and website provide information and support to 
empower anyone experiencing mental ill health and general advice 
on mental health-related law. For more information, go 
to www.mind.org.uk or call 0300 123 3393. 

✦ NHS choices has a website that offers information and practical 
advice for anyone experiencing mental ill health. For more 
information, go to www.nhs.uk/livewell/mentalhealth. 

✦ Remploy offers a free and confidential Workplace Mental Health 
Support Service if you are absent from work or finding work difficult 
because of a mental health condition. It aims to help people remain 
in (or return to) their role. For more information, go 
to www.remploy.co.uk or call 0300 4568114. 

✦ Rethink Mental Illness is the largest national voluntary sector 
provider of mental health services, offering support groups, advice 
and information on mental health problems. For more information, 
go to www.rethink.org or call 0300 5000 927.  

Our grievance policy applies to everyone that works within SEGC and 
contains information on the following: 

✦ How this policy works 
✦ The right to representation 
✦ Timeframes for how long the process may take 
✦ Details on your right to appeal 

We recognise that from time to time, whilst working with us, you may 
experience problems or have something happen that causes you concern. 
Our aim is always for you to feel engaged at work when working alongside 
your customers or your work colleagues. This policy’s purpose is to provide 
the information you need should you feel you want to highlight and express 
concerns that you would like resolved. A grievance is simply a worry or 
complaint you have about work. 

Representation 

You can bring someone with you to the meeting for support, otherwise 
known as a representative. Your representative can: 

✦ Help you to prepare for the meeting 
✦ Witness and take notes throughout the process 
✦ Confer with you during the meeting 
✦ Ask questions 
✦ Ask for an adjournment at any time to consult with you  
✦ Review any relevant documentation 

During the meeting your representative can speak on your behalf to put your 
case forward, however they can’t answer questions that are directed to you. 
You are not entitled to be accompanied by any legal representatives or 
family members, unless they are also in employment with us. They can be a 
trade union representative or an official employed by a trade union. 

This policy is about
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Informal Procedure 

Although some incidents may occur that cause you concern, talking it 
through in an open, honest and respectful way is often the best way of 
solving the majority problems. If the issue is with another work colleague, it 
may easily be resolved by speaking to that person directly. In cases where 
this may not be appropriate or is uncomfortable, informal resolutions can 
still be achieved with the help and advice of a Head Coach or a Trustee. We 
would encourage that most cases are dealt with via this method. 

However, in cases that are more serious e.g. sexual harassment we would 
take the formal approach. 

Formal Grievance 

For problems more serious in nature or that can not be resolved informally, 
we would need these to be identified to a Head Coach or a Trustee in writing. 
Your letter or email should be as detailed as possible including what you 
would like the outcome to be. 

Once your letter is received, the relevant person will arrange a meeting that 
will take place in no more than 5 working days from the receipt of your 
grievance. This meeting will be to understand your concerns fully and to 
agree which parts of your grievance will be investigated. 
You will: 

✦ Receive an invite to the meeting in writing (we will give you 
adequate notice). 

✦ Have the option to be accompanied by a representative 
✦ Get a written outcome within 5 working days of the initial meeting 

(depending on the amount of investigation needed) 
✦ Be able to raise a second stage grievance (an appeal) if you remain 

dissatisfied with the stage one outcome. 

Formal Meeting 

During the hearing, you will have the opportunity to talk about your 
concerns and how you would like them to be resolved. You will be asked 
questions to form a clear understanding of the situation and to establish the 
facts. 

You and your representative can: 

✦ Ask questions 
✦ Ask for specific individuals to be interviewed 
✦ Ask for any other evidence to support your case to be obtained 
✦ Call an adjournment during the meeting at any time. 

At the end of this initial meeting, the interviewer is likely to need to 
investigate what you have told them including speaking to people you may 
have named and refer to any documents or cctv footage for example. 

Outcome 

The investigating officer will decide whether to uphold your grievance or not. 
There are three possible outcomes: 

✦ Grievance Upheld - They believe that your concerns are valid and will 
take steps to improve the situation. 

✦ Grievance Not Upheld - They believe there is no evidence to support 
your concerns or that they are not valid. 

✦ Partially Upheld - They agree with some parts of the grievance but not 
all. 

You will receive a letter confirming the decision, and who you should raise a 
second stage grievance with if you are not happy with the outcome.  

Whether formal or informal, the investigating officer will consider the most 
appropriate action available when considering how to resolve the situation 
for you. 

These options include:  

✦ An explanation for you as to why certain decisions have been made 
✦ To provide you with a better understanding of working practices. 
✦ Mediation between you and the individual(s) you have a concern with. 

(this is a voluntary option) 
✦ Re-training or coaching. 
✦ Disciplinary action (the outcome of which is confidential). 
✦ Ensuring appropriate apologies are received. 

We do all we can to protect our colleagues from discrimination. From 
colleagues, contractors, suppliers and customers. You can read more about 
this in our discrimination policies. If an SEGC employee/volunteer is found to 
be unlawfully discriminating, harassing or bullying others, this will result in 
disciplinary action which could result in dismissal. 

If the person involved is a contractor or supplier, we will refer to the 
company concerned to use their investigatory and disciplinary procedures 
and we will support any investigations where necessary. 

If the person involved is a customer, the investigating officer will choose the 
most appropriate action to take. This may include informing the customer 
that their behaviour is unacceptable, unwelcome and may result in their 
expulsion from the club. 
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Appeal 

There may be occasions where you are dissatisfied with the results of your 
grievance investigation. You therefore have the right to request an appeal. 

Your appeal: 

✦ Must be received in writing detailing your reasons for appeal within 10 
working days of receiving your outcome. 

✦ Should be addressed to The Director of Coaching or a Trustee. 
✦ Held within 5 days of receipt. 
✦ Responded to within 10 days of the appeal hearing. 

There are various reasons why you may want to appeal, examples can 
include: 

✦ You believe you have been treated unfairly in comparison to others. 
✦ Your version of events was not considered adequately. 
✦ Evidence you didn’t feel was relevant before should be considered. 
✦ Evidence that wasn’t available before should be considered. 

A different investigating officer than before will be appointed to meet up with 
you and re- investigate. This person will be authorised to make a different 
decision if they feel it is appropriate. 

It may not always be possible to meet within the timescales outlined above. 
If that happens, we will mutually agree dates to suit both parties that are as 
near as possible to the original timescales. 

This is the final stage of our grievance process. If your grievance is handled 
this way, meetings, investigations, letters etc will take time to arrange and 
compile. Therefore, if you are looking for immediate answers, this is not the 
best route to take as this process can take a number of weeks depending on 
the situation. This is why we encourage you, where possible, to try and 
resolve matter informally. 

Keeping Record  

Each stage will be recorded in writing. These notes will be agreed and signed 
to confirm they reflect an accurate summary by both parties and, if 
necessary, used as a reference at any stage of this process. No one is 
permitted to make electronic recordings during any of the meetings. 

The following tables show who will hold the meetings: 

The most senior manager will hold meetings in the Director’s absence. 

Dignity at Work Grievances

Grievance Appeal

Grievance heard 
by: HR Advisor or Trustee Trustee

Grievance heard 
within: 5 working days 10 working days

Outcome notified 
within: 5 working days 10 working days

Request to refer to 
next stage within: 10 working days N/A

Representative Colleague or Union Representative

All other types of Grievance

Grievance Appeal

Grievance heard 
by: Your Manager DOC or Trustee

Grievance heard 
within: 5 working days 10 working days

Outcome notified 
within: 5 working days 10 working days

Request to refer to 
next stage within: 10 working days N/A

Representative Colleague or Union Representative
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Our disciplinary policy applies to everyone that works within SEGC and 
contains information on the following: 

✦ How this policy works 
✦ Examples of misconduct 
✦ Examples of gross misconduct 
✦ The right to representation 
✦ Timeframes for how long the process may take 
✦ Details on your right to appeal 

As much as we would hope that work was always a happy, harmonious, 
honest and inspiring place to be, there are times when standards of conduct 
and capability might not be met. These situations call for investigations into 
why followed by decisions on the best approach to take.  

This policy explains the process that will take place and what you should 
expect. It exists to guarantee consistent and fair treatment for everyone. A 
disciplinary is simply a worry or complaint you have about work. 

Our organisation works closely with children. We have to have employees 
who maintain high standards of behaviour and job performance. Quite 
simply said, our reputation and survival depends on it.  

If you are not conducting yourself in the way that is expected or performing 
in your job to the standards that have been set, then we need to consider 
why and decide if following a disciplinary approach could improve your 
conduct or performance. When conduct falls below our standards, for 
example, if you behave unreasonably, unacceptably or are in breach of our 
policies, we will consider this to be misconduct. More serious cases will be 
treated as gross misconduct. If you can’t perform to our standards you may 
be considered incapable of fulfilling your role. 

This policy is about


Disciplinary & Appeal

Misconduct 

The following is a non exhaustive list of breaches which amount to 
misconduct. 

✦ Breach of social media policy 
✦ Failure to carry out a process correctly 
✦ Lateness 
✦ Inappropriate standard of dress 
✦ Improper use of equipment 
✦ Using your phone in the gymnasium 

Gross Misconduct 

The following is a non exhaustive list of breaches which amount to gross 
misconduct. 

✦ Absence from work without permission (AWOL) 
✦ Any action outside of work that could bring SEGC into disrepute 
✦ Conviction for a criminal offence relevant to employment at the SEGC 
✦ Discrimination 
✦ Dishonesty 
✦ Disregard of Health & Safety regulations 
✦ Disregard of the alcohol or drug policy 
✦ Fraud, forgery or fabrication of company records and/or documents 
✦ Harassment 
✦ Insubordination 
✦ Passing on confidential SEGC information  
✦ Refusal to carry out a reasonable management request 
✦ Smoking in a non designated area 
✦ Theft 
✦ Unauthorised access to computer records 
✦ Wilful or deliberate damage or attempted damage to property 
✦ Any other substantial reasons which, on a common sense basis, is 

considered a serous breach of acceptable behaviour 

Representation 

You can bring someone to the meeting for support, otherwise known as a 
representative. Your representative can: 

✦ Help you to prepare for the meeting 
✦ Witness and take notes throughout the process 
✦ Confer with you during the meeting 
✦ Ask questions 
✦ Ask for an adjournment at any time to consult with you  
✦ Review any relevant documentation 
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During the meeting your representative can speak on your behalf to put your 
case forward, however they can’t answer questions that are directed to you. 
You are not entitled to be accompanied by any legal representatives or 
family members, unless they are also in employment with us. They can be a 
trade union representative or an official employed by a trade union. 

Informal Procedure 

Talking openly, honestly and respectfully is often the best way of resolving 
most problems at work. We prefer to find solutions that solve issues as 
quickly and as effectively as possible. In many situations your line manager 
will discuss any areas of concern informally. This means they will: 

✦ Talk with you regularly about your conduct and/ or performance, 
identifying where there are opportunities to improve. 

✦ Identifying the most appropriate solution to help you and support you 
through it. 

✦ Provide you with training or coaching as needed. 
✦ Give you achievable milestones for demonstrate your improvements 

If the above is unsuccessful and there is continued unsatisfactory conduct or 
performance or there is a minor breach of our standards it may be 
appropriate for us to issue an informal warning and if necessary follow our 
formal processes. 

Investigation 

If an allegation is made against you or there are areas of concern regarding 
your performance, it will be looked into via an investigation. We will always 
carry out a thorough investigation and agree the most appropriate steps to 
address any issues identified. This will be completed in a reasonable time 
frame unless an extension is agreed by both parties.  

You will be given full opportunity to explain your point of view and any 
mitigating circumstances whilst the investigating manager will need to ask 
you questions and examine any evidence such as witness statements and 
customer complaints. 

Once the investigation is complete a decision will be made based on the 
evidence as to whether no further action will be taken, if the evidence points 
to informal measures being a more suitable resolution or if the evidence 
suggests your behaviour or performance warrants you being invited to a 
disciplinary hearing.  

Suspension 

A suspension is when you are asked not to attend work for a short period of 
time but remain on full contractual pay. You could be suspended for a 
number of reason which include: 

✦ Protecting you, another colleague or the company 
✦ To provide time for a full and fair investigation to be carried out 
✦ Concerns over your right to work in the UK (visa restrictions/expiries - 

this type of suspension is unpaid) 
✦ There is enough evidence to suggest you have committed a serious act 

of gross misconduct 

If you are suspended, it will be for as short a time as possible although the 
timescales will vary dependant on your situation. While suspended you will 
be asked to remain away from the workplace and not to discuss the reasons 
for your suspension with your colleagues.  

During your suspension you will be expected to comply with any reasonable 
instructions such as attending meetings. If you are not available during your 
contracted hours you will be considered as absent from work without 
permission (AWOL), will not be paid and will be managed in line with our 
AWOL policy. 

If you have any pre - booked holiday during your suspension you can choose 
to postpone your holiday to make yourself available for any meetings or you 
can take your holiday as planned and your suspension will resume on your 
return. The same would apply if you were to fall ill. We will resume your 
suspension as soon as you confirm you are fit to return to work.  

Suspensions are not a disciplinary sanction and if you are suspended, this is 
not an indication that disciplinary action will be taken against you.  

If you are arrested and in police custody, we may need to suspend you 
pending further investigations. If you are charged with a criminal offence, we 
may suspend or continue your suspension while we assess the details. 
Depending on the nature of the police allegations and charges, we may need 
to hold investigations. These may be conducted in your absence if you are 
being held by the police. 

Disciplinary Hearing 

Disciplinary action will not be taken until an investigation has been 
completed. If it is decided that you will face disciplinary action, a different 
and impartial coach, director or trustee from the investigation will chair the 
meeting.  
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You will be invited to a hearing in writing and you will receive the invite with 
no less than 24 hours notice so you have time to prepare. 

The invite will have information including: 

✦ The date, time and location. 
✦ Detail of the allegation that will be discussed. 
✦ Name of the person holding the meeting plus the witness/note taker 

You will have every opportunity to present your version of events. The chair 
of the meeting will make a decision as to whether you will receive any 
disciplinary action. You and your representative can: 

✦ Ask questions 
✦ Ask for specific individuals to be interviewed 
✦ Ask for any other evidence to support your case to be obtained 
✦ Call an adjournment during the meeting at any time. 

You will be asked questions and your version of events may be challenged so 
that a clear understanding can be obtained. Please make every effort to 
attend. If you fail to and every reasonable effort has been made to re 
arrange a meeting with you, a decision may be made in your absence. This 
will be made on the basis of the information they have available, not being 
able to take your views into consideration.  

Outcome 

The stages described below are the possible outcomes that may be issued 
following the disciplinary hearing. The stages can be followed in sequence, or 
if the offence is serious, disciplinary action being taken at any of the stages.  

If you have a live warning, further offences may be linked together. This 
means you could go from a first formal warning to a final written warning for 
unrelated breaches if they are all matters regarding your conduct or all 
matters regarding your capability.  

You will be provided with a letter confirming the outcome of the disciplinary, 
what action needs to be taken with timescales, along with details on your 
right to appeal. The severity of the sanction will depend on: 

✦ The seriousness of the allegation 
✦ Previous live warnings 
✦ How much relevant training or coaching you have received 
✦ Your attitude, conduct or honesty during the disciplinary hearing 

The disciplinary officer may decide that there is no case to answer which 
means that after assessing all the facts they feel there is no need for 
disciplinary action to be taken and the case against you will be dismissed. In 

cases where it has been decided that action will be taken, the type of 
sanction issued are as follows: 

First Written Warning  - If, despite informal discussions and guidance your 
conduct or performance does not reach the required standard you may be 
issued with a first written warning. This will remain live on your file for 12 
months and taken into consideration if there are further acts of misconduct. 

Final Written Warning - If, despite a first written warning your conduct or 
performance has not improved and still does not reach the required standard  
then you may be issued with a final written warning. You may also be issued 
this in the first instance following an act of gross misconduct. This will 
remain live on your file for 12 months and taken into consideration if there 
are further acts of misconduct. 

Unpaid Suspension - If, despite a final written warning your conduct or 
performance has not improved and still does not reach the required standard 
then you may be issued with a disciplinary unpaid suspension. You may also 
be issued this in the first instance following an act of gross misconduct. The 
maximum amount of days imposed will be no more than ??. This will remain 
live on your file for 12 months and taken into consideration if there are 
further acts of misconduct. 

Demotion - If, despite a final written warning your conduct or performance 
has not improved and still does not reach the required standard then you 
may be issued with a disciplinary demotion. You may also be issued this in 
the first instance following an act of gross misconduct. This will remain live 
on your file for 12 months and taken into consideration if there are further 
acts of misconduct. 

Contractual Dismissal - If there is still no improvement in your conduct or 
performance and the required standard has not been met, you may be 
contractually dismissed. You will receive pay in lieu of notice 

Summary Dismissal - If the offence is so serious in itself i.e. gross 
misconduct, you may be summarily dismissed meaning it is immediate and 
you will not be entitled to any pay in lieu of notice. 

Once a sanction has expired it will stay in your personnel file for a further 5 
years and only referred to again if you are investigated for a similar 
misconduct. In exceptional circumstances, a warning may be extended past 
its 12 month expiry date. 
  
All disciplinary decisions are made without discrimination and will be fair and 
consistent while bearing in mind that no two cases are ever exactly alike. If 
you are issued with any of the above sanctions, you have the right to appeal 
the decision. 
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Appeal 

If you are dissatisfied and do not agree with the outcome of your disciplinary 
hearing you have the right to request an appeal hearing. 

Your appeal: 

✦ Must be received in writing detailing your reasons for appeal within 5 
working days of receiving your disciplinary sanction 

✦ Should be addressed to the Head of Recreational Gymnastics or the 
Head of Performance Gymnastics. 

✦ Will be responded to in writing within 5 days of receipt 
✦ Hearing will be conducted within 5 days of sending the response letter. 
✦ Outcome will be given within 10 days of the appeal hearing 

There are various reasons why you may want to appeal, examples can 
include: 

✦ You feel the investigation was incomplete 
✦ You feel you weren’t given a fair hearing 
✦ You feel the outcome was too harsh 
✦ You believe you have been treated inconsistently in comparison similar 

cases 
✦ Your version of events was not considered adequately 
✦ Evidence you didn’t feel was relevant before should be considered 
✦ Evidence that wasn’t available before should be considered 

A different investigating officer than before will be appointed to meet up with 
you and consider your appeal points. This person will be authorised to make 
a different decision if they feel it is appropriate.It may not always be possible 
to meet within the timescales outlined above. If that happens, we will 
mutually agree dates to suit both parties that are as near as possible to the 
original timescales. 

This is the final stage of our disciplinary process. 

Keeping Record  

Each stage will be recorded in writing. These notes will be agreed and signed 
to confirm they reflect an accurate summary by both parties and, if 
necessary, used as a reference at any stage of this process. No one is 
permitted to make electronic recordings during any of the meetings. 

The following tables show who will hold the meetings: 

The most senior manager will hold meetings in the Director’s absence. 

Office Staff & Assistant Coaches

Type of 
Sanction

Sanction 
issued by Appeal heard by Rep

First Written 
Warning Head Coach Head of … Colleague or Union 

Representative

Final Written 
Warning Head of … Head of … Colleague or Union 

Representative

Disciplinary 
Suspension, 
Demotion or 

Dismissal

Director of 
Coaching Trustee Colleague or Union 

Representative

Head Coaches

Type of 
Sanction

Sanction 
issued by Appeal heard by Rep

First Written 
Warning Head of … Director of Coaching Colleague or Union 

Representative

Final Written 
Warning Head of … Director of Coaching Colleague or Union 

Representative

Disciplinary 
Suspension, 
Demotion or 

Dismissal

Director of 
Coaching Trustee Colleague or Union 

Representative

Head of Department

Type of 
Sanction

Sanction 
issued by Appeal heard by Rep

First Written 
Warning

Director of 
Coaching Trustee Colleague or Union 

Representative

Final Written 
Warning

Director of 
Coaching Trustee Colleague or Union 

Representative

Disciplinary 
Suspension, 
Demotion or 

Dismissal
Trustee Chairman of Trustees Colleague or Union 

Representative
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We are committed to safeguarding the welfare of all children, young persons 
and adults at risk in our sport and our aim is to ensure all who participate in 
gymnastics have a safe, fun, positive experience and are able to fulfil their 
potential. 

In order to help ensure a safe environment, we provide information and 
training opportunities to enable those working with children in gymnastics to 
respond appropriately if they are worried a child may be at risk or suffering 
abuse. 

We, at SEGC, are proud to be a successful, caring and child friendly club. We 
all have the welfare and safety of the participants as their priority. We 
recognise that we have a moral and legal responsibility to protect our 
participants from any form of abuse or danger. 

As a club we have adopted and proudly abide by the high standards set in 
the British Gymnastics Child Protection Policy. Our safeguarding policy is 
based on 3 principles  

✦ The participants welfare and safety is of paramount importance 

✦ The rights and dignity of every participant must be respected 

✦ All participants have a right to be protected from abuse 

Strategies 

All of our coaches will be working with young children who are potentially 
vulnerable and easily influenced. It is essential that all coaches are aware of 
their responsibilities. We have a duty to ensure that the way we behave and 
the language we use towards and in the presence of children in our care 
reflect this responsibility. 

This policy is about


Safeguarding

Coaches should be aware that SEGC in an ‘open’ gym and that all of our 
actions should be clear and unambiguous. SEGC follows British Gymnastics 
recommendations for safeguarding children and if anyone observes a coach 
behaving in a way that they think is or might be inappropriate and/or 
dangerous, they have a duty to inform a designated Welfare Officer. All 
allegations will be taken seriously and once a Welfare officer is informed, 
they will take responsibility in investigating and dealing with the matter.  

We are committed to delivering the highest standards of care for all 
members, staff and officials by doing the following: 

✦ Adopting and implementing BG guidelines for the protection of children 
and vulnerable adults 

✦ Appointing suitably trained Welfare Officers to whom grievances or 
complaints can be made confidentially 

✦ Ensuring that best practice guidelines are followed at all times 

✦ Ensuring that al staff are suitably trained in Safeguarding and Protecting 
Children and Health and Safety issues 

✦ Implementing appropriate screening procedures to confirm the suitability 
of coaches and officials working with children. This will include Disclosure 
Bureau Scotland where appropriate 

✦ Ensuring that grievances or complaints are dealt with promptly and in 
accordance with the grievance procedures. 

✦ Ensuring that a minimum of two responsible adults are present at all 
training sessions or events 

✦ Ensuring that the participants and parents and aware of of the purpose of 
videoing or filming during training or events 

✦ Having a zero tolerance level for poor practice, bullying and any potential 
form of abuse 
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Responding & Reporting 

All adults in the club have a duty to respond to suspicions of abuse, 
inappropriate behaviour or poor practice. Concerns must be reported to the 
welfare officer and they will follow appropriate guidelines. All reported 
incidents will be taken seriously and will be responded to swiftly. 
Confidentiality will be maintained on a ‘need to know’ basis. You need to 
report any incidents via a form that should be given to a Welfare Officer.  

Any one who reports suspected abuse or concerns will be supported. Please 
visit www.southessexgym.co.uk for an up to date list of our Welfare officers 
and designated Trustees.  

Use of Photographic or Filming equipment (inc Mobile devices) 

In the interests of protecting all of our members regardless of age or gender 
we have a duty to control the use of photographic and filming equipment 
both within and around the gym. 

✦ Parents/Guardians - If a parent wishes to photograph or video their 
child they must contact the office who will issue them with the current 
British Gymnastics guidelines and get them to sign any appropriate forms 

✦ Coaches - Coaches may wish to film a gymnast as a training aid for 
improving performance. This is permitted as long as prior to any filming 
the appropriate consent forms are completed and filed  

✦ Gymnasts - Many gymnasts want to take photographs/recordings of their 
new achievements and skills. Whilst understandable any person under the 
age of 18 must have the necessary consent forms completed prior to any 
filing taking place 

✦ Mobile Devices - Mobiles come with high quality camera and video 
capabilities as standard and functions to instantly upload to social media. 
This poses significant risk to child protection and therefore mean that 
coaches should keep  their phones from inside the gymnasium. The only 
exception to this rule is for Head Coaches who may need to respond to 
work related queries with prior consent from the Director of Coaching  

For more information on on protecting customers and colleagues please 
review our other policies. 

The essence of good ethical conduct and practice that we expect our coaches 
to follow is summarised below: 

✦ Consider the well being and safety of participants above all else 
✦ Respect the rights of all SEGC members 
✦ Adhere to the guidelines set out int he BG child protection policies 
✦ Report any incidents of poor practice, bullying or potential abuse 
✦ Work within the guidelines relating to your qualifications and insurance 

cover 
✦ Promote the positive aspects of the sport (e.g. fair play and respect for 

others). Set a good example by recognising good sportsmanship and 
applauding good performances 

✦ Encourage performers to value their performances and not just results. 
✦ Be aware of your respoabilitiis with regards to the duty of care ‘owed’ 

to performers and following safeguarding guidelines and recommend 
good practices at all times. This is particularly important if you are 
taking children away to an event or training session - especially if this 
includes an overnight stay 

✦ Obtain prior agreement from he parent or guardian of performers veer 
transporting them anywhere. (Training /competitions) 

✦ Ensure the gymnasts in your care are ‘handed back’ to their parents 
before you eave the premises 

✦ Ensure all activities are appropriate to the age, ability and experience 
of the performer and that all participants are suitably prepared 

✦ Display consistently high standards of behaviour and appearance, 
dressing suitably and not inappropriate language at any time whilst 
involved with club activities 

✦ Never consume alcohol immediately before or during training sessions 
or events 

✦ Ensure you do not allow yourself to be distracted while you have 
responsibility for supervising gymnasts - for this reason, coaches are 
expected to leave their phones outside the training area 

✦ Encourage performers to gain independence and self - discipline 

This policy is about our


Code of Conduct
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✦ Aim to improve the performers self confidence by giving positive 
feedback and constructive criticism. Avoid being negative and 
undermining their confidence 

✦ Refrain from criticising SEGC coaches, officials or members in public. If 
you have any concerns, speak directly to the person involved or 
alternatively the head coach or club manager 

✦ Always use the facility and equipment according to guidelines 
✦ Avoid any action that may result in risk to safety of our members or 

behaviour that could bring the name of SEGC into disrepute 
✦ Adhere to the guidelines set out in this Policy Booklet and your 

Handbook

Version Summary of 
Changes

Document 
Status

Date

V1 May 2019

V1.1
Amendment to 

meeting chair of first 
stage appeals

Live Aug 2019
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