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Members’ Handbook 

An introduction to WWGF, how it works, what we do and our policies and guidelines. 

 

 

Our vision is: 

To develop a commercially sustainable and inclusive Gymnastics and Fitness Facility that will serve the 

Trowbridge and surrounding West Wiltshire area for many years to come. We aim to attract external 

investment and grow the Facility and its range of services, reinvesting any and all profit into developing 

our staff and the programmes we provide. 

 

Our Facility is open to all abilities and ages, and we are keen to develop programmes that will enable 

under-represented groups to take part in our activities. 
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General Information: 

Introduction 
 

Welcome to West Wilts Gymnastics & Fitness! 

This Handbook has been prepared to explain how we operate. A copy of this document will be made 

available to every new starter and an up to date copy will be available online through the WWGF 

website and in Reception. 

The Handbook will contain details of all the current programmes and key policies and procedures, as 

well as information relating to the Management Team and details of the day-to-day running of 

activities. 

 

History 

West Wilts Esprit Gymnastics Club Ltd was incorporated in February 2013 and now stands as an 

independent legal entity. The Club, which was established some 40 years ago, is one of the longest 

running in Wiltshire. 

Formed initially by Yvonne Brice from the Nelson Hayden School’s, (now the Clarendon Academy) 

after school gymnastics classes in the early 1980s, the Club has touched the lives of thousands of 

individuals in Trowbridge and the surrounding areas, and Yvonne was still coaching with us until very 

recently, when she sadly passed away.  The building in which we are based was officially renamed 

‘Yvonne Brice House’ in her memory in late 2019.  

WWGF relocated to the White Horse Business Park in September 2014 to enable it to establish a 

permanent facility capable of serving the development needs of its participants and coaches. 

 

British Gymnastics (BG) 

British Gymnastics is the National Governing Body for Gymnastics.  WWGF is a fully affiliated 

member of BG.  

Every gymnast is required to become an Associate Member of BG, as without this membership 

gymnasts will not be insured nor able to compete.   

Membership is personal to each gymnast and is renewable every September.  Please see the section 

‘joining process for all gymnasts’ for more details. 
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The Organisation 
 

Since 1st April 2013 WWGF has been managed by a Company Limited by Guarantee, incorporated as 

West Wilts Esprit Gymnastics Club Ltd during February 2013. The Company has been designated as a 

‘Not-for-Profit’ business. 

The Company has a Board of Directors, active club supporters and a Head Coach (Operations 

Director). 

The Company pays for the lease on the building and the attendant service costs, the salaries of the 

coaches, maintenance of equipment, BG club membership (including Employers Liability insurance 

and Public Liability insurance), affiliation to SWAGA and WAGA. 

 

The Directors 
 

Kevin Borley – Director/Chairman  

Kevin is married to Sue Clark and has been actively involved in both youth and adult sports 

administration over the past 40 years. He is a qualified PADI Scuba Instructor and emergency first 

responder and in his time in Wiltshire worked with the town council in the 90s to re-establish youth 

football in Calne. 

Sue Clark – Director/Head Coach 

Sue has been coaching for 20 years, having started her gymnastics career at the Christie Miller 

Gymnastics Club in Melksham whilst very young. Her family were actively involved in the setting up 

of the Wiltshire School of Gymnastics, whilst she herself was training and competing. After a career 

in Leisure Management whilst at university studying Sports Science and English Literature, Sue 

returned to Trowbridge and Gymnastics coaching with DC Leisure in 2005.  

Together the vision we share is: 

To develop a commercially sustainable and inclusive Gymnastics and Fitness Facility that will serve the 

Trowbridge and surrounding West Wiltshire area for many years to come. We aim to attract external 

investment and grow the Club, its range of services and facilities, reinvesting all profits into developing 

our staff and the programmes we provide. 

WWGF is open to all abilities and ages, and we are keen to develop programmes that will enable 

under-represented groups to take part in our activities. 

The Future 

As Directors of the business we are charged with the development and sustainability of the business. 

Our short-term goals were to establish a varied, profitable range of programmes to meet the needs 

of our current and future membership.  



5 

West Wilts Esprit Gymnastics Club Ltd is a not-for-profit organisation, Company No. 8376235. Registered in England and 
Wales. Registered Office: Yvonne Brice House, Goodwood Close, White Horse Business Park, Trowbridge BA14 0XE 

 

Longer term we have the opportunity to secure the future of the club by buying the lease on our 

premises. This would afford us the opportunity to secure a profitable long-term facility. Our 

commercial strategy will be structured to achieve this aim. 

 

The Management Team 
 

The Management Team consists of the Head Coach and other senior coaches, who meet once a 

month and who have specific individual responsibilities within the Club.  The Management Team 

ensures the smooth running of the Club, including programme development, staff management and 

development, Health and Safety and Safeguarding. 
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Gymnastics Programmes 
 

West Wilts Gymnastics & Fitness offers a range of gymnastics disciplines for all ages, including 3 tiers 

of instruction in Men’s and Women’s Artistic Gymnastics, Pre-School Gymnastics and Trampolining. 

Courses and sessions fall broadly under the following categories: 

• Pre-School 

• Recreational (Non-Competitive) 

• Development (Competitive) 

These groups work towards the British Gymnastics Award Scheme, Winstrada Trampolining Award 

Scheme, our own WWGF Internal Award Scheme, and British Gymnastics / South West Gymnastics / 

Wiltshire Gymnastics competition structures. 

Pre-School (Walking to 5 Years) 

WWGF offers structured Pre-School lessons and PAYG Parent & Toddler sessions.  Structured 

Sessions consist of: 

- Wobbly Walkers (Walking – 2 Years) 

- Tumbling Toddlers (2 – 3.5 Years) 

- Rising 5s (3.5 – 5 Years) 

Recreational Groups (5 Years Upwards) 

Recreational Gymnastics and Trampolining sessions are held on various days at various times, with 

gymnasts grouped by age and ability. All groups work toward the British Gymnastics Award Scheme, 

our own WWGF Internal Award Scheme and the Winstrada Trampolining Award Scheme.  

Recreational gymnasts may be invited by their coach to trial for a place in the Development 

Programme. 

Development Groups (4 Years Upwards) 

The Development Programme is for children who have been identified by coaches as having an 

aptitude and skill set to progress to a competitive level.  

As each gymnast develops, they may be invited to move up a group, increasing the number of hours 

they train. These decisions are made by the coaching staff and are dependent upon the gymnasts’ 

ability and available spaces. Places in the Development groups are limited. Once your child accepts a 

place they will need to attend 80% of the training sessions, or the place may be forfeited. 

Pay As You Go 

We offer a range of drop-in sessions for Pre-School Children, Adults and Home Educated Children as 

well as School Holiday Gymnastics Camps and Parkour.  In addition to this we offer regular use of our 

Fitness Room and Soft Play Room.  BG membership is not required for these sessions.   

We can also cater for schools (in or out of house), groups and individuals with special needs – please 

enquire at Reception for more details.  
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Joining Process for all Participants 
 

A free trial lesson is arranged with Reception either in person, by telephone or e-mail. The most 

appropriate trial session will be offered according to age and ability.  

If your child has enjoyed their session and would like to continue, the sessions with spaces will be 

offered by Reception. 

 

Fees and Term Membership 

• Pre-School sessions follow Wiltshire School Half Terms. Fees are paid during the last 2 weeks 

of the previous term.  

• Recreational sessions follow a 10-week programme with continuous assessment over the 10 

weeks and are run throughout the year with a 2-week break over Christmas. Fees can be 

paid by Direct Debit or by cash/card in the 8th and 9th weeks of the previous block. 

• Development sessions are continuous throughout the year, with a 2-week break over 

Christmas. Fees are paid by Direct Debit. 

 

Termination of Attendance 

WWGF requires one month’s notice of cessation of lessons.  DD fees will continue to be due until 

this one-month period has expired.  If you have paid for a 10-week term, no refund will be given for 

lessons not attended. 

Please note that we do not offer refunds for fees paid if a child changes their mind about attending a 

class. 

 

British Gymnastics Insurance 

All gymnasts are required to have British Gymnastics Membership: 

• Pre-School: Bronze Pre-School Membership or Bronze Membership depending on age 

• Recreational: Bronze Membership 

• Development: Silver Competitive Membership 

 

All gymnasts must register with BG within 2 weeks of joining WWGF (unless they already have 

current membership from another club), or training WILL be refused. 

To become a member of BG, you need to: 

• Pay the BG membership fees to WWGF 

• Register online with BG at https://register.british-gymnastics.org/gymnet/register/registerstart  

You will receive a New Gymnast Pack from British Gymnastics once your membership application has 

been processed.  

https://register.british-gymnastics.org/gymnet/register/registerstart
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Lines of Communication 
 

The telephone number at the Gym is 01225 767312. The mobile telephone number is 07720 263965.  

The Club also has a dedicated e-mail address: admin@wwesprit.com, and website: 

http://www.wwesprit.com     

Any Welfare or Safeguarding concerns should be directed to one of the Welfare Officers whose 

contact details are on the Welfare Board in Reception. 

The Head Coach is generally at the club daily, if face-to-face contact is required, or a meeting can be 

arranged for another time if adequate notice is given. 

If your child is not able to attend their session, please let us know via the telephone number 07720 

263965 at the earliest opportunity.  This will then be communicated to your child’s coach.  A Catch-

Up lesson can be arranged through Reception only if absence is due to Gym Closure, illness, injury or 

holiday, and is communicated in advance. 

All communications from WWGF to parents/guardians regarding competitions, fundraising events or 

cancelled sessions will be conducted via email or text message. Please ensure we always have your 

current contact details. 

We aim to answer all contact within 72 hours of the contact being received. Please ensure we always 

have up to date contact details registered, via a Personal Details Form handed to Reception. 

If you would like to speak in person to a Coach or the Head Coach, please contact Reception in the 

first instance, who will set up a meeting for you.  At no time should parents/guardians enter the 

gym and speak to a Coach without prior arrangement. 

Please ensure that you have completed an up to date Personal Details Form.  These are essential not 

only so that we have your current contact details at all times, but also as the new GDPR (data 

protection) regulations require that we have your written permission to perform first aid or to act as 

in loco parentis for your child. 

 

  

http://www.wwesprit.com/
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Attending the Gym 
 

We request that you accompany your child to and from lessons. It is WWGF policy that all children 

under 6 years old must be accompanied in the building by a parent or guardian for the duration of 

their lesson, and under no circumstances are gymnasts under 16 years of age to be dropped off or 

collected outside the building.  

Parents are requested to watch from the upstairs viewing area. We also ask that you ensure that 

children not part of formal coaching sessions are kept out of the hall and off the equipment. 

Club Registers 

Registers are kept electronically and accessed by the coaching team via an app to record attendance 

for each session and progress through the British Gymnastics Award Scheme. Attendance at 

Development Gymnastics sessions is recorded and totalled over each quarter to see whether 80% 

attendance is being achieved by each gymnast. In addition to this the registers provide the coaches 

with access to the gymnasts’ emergency contact numbers, DOBs and medical details.  Customers’ 

personal details are always held safely and confidentially on password protected devices. 

Terms and Holidays 

There are five Recreational Gymnastics Terms of 10 weeks each per year. There is a holiday period 

each year when the Club is closed: 2 weeks at Christmas. Sessions continue during school half terms, 

but do not take place on Bank Holidays when groups are asked to come in another day in that week. 

The annual calendar of term dates and club events is displayed on the Reception Notice Board: 

please take note of any dates which will affect your gymnast. 

‘Catch-Up’ Lessons 

Your fees pay for a class spot, regardless of attendance. However, we can offer Catch-Up Lessons 

when doing so does not jeopardise the safety or integrity of the class.  We will make every effort to 

provide a Catch-Up in a class at your child’s level.  

Catch-Up Lessons must be scheduled at least 24 hours in advance and booked through Reception.  

They are only available for classes missed due to illness, injury, club closure days (except for the 

Christmas break) or holiday, and a maximum of 2 Catch-Up Lessons can be taken per 10-week term. 

Dress Code  

• All Development gymnasts are required to train in a leotard.  Boys are required to wear 

shorts and girls may wear close-fitting shorts by agreement with the Coach. 

• Recreational gymnasts may wear a leotard/t-shirt with leggings/shorts/tracksuit bottoms. 

• No shirts, jeans or socks are to be worn (apart from trampolinists who must wear socks) 

• Long hair must be secured tidily away from the face. 

• Absolutely no jewellery is to be worn at any time whilst attending lessons.  Earrings must be 

removed prior to the start of a class.  

• Gymnasts are required to use the toilets as a changing facility and are asked to leave 

belongings in ‘cubby holes’ provided the back of the hall. 
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Gymnasts not adhering to the correct code of dress may not be allowed to take part.  

Training and Competition Attire 

There is a WWGF training leotard and shorts or leggings for Recreational Gymnasts.  These items are 

available to purchase from Reception.  They are not compulsory but help Gymnasts to ‘belong’. 

There are also WWGF Hoodies and T-Shirts for sale. Again, these items are optional.  

A Competition Jacket and Leotard must be purchased for your child if he/she joins a Development 

Group. These items are compulsory for Competitive Gymnasts and are worn to all Competitions.  

From January 2020 it will be compulsory in addition for all Women’s Artistic gymnasts to wear a 

WWGF scrunchie and leggings to all external competitions and to have a WWGF bar bag and 

backpack. 

Gym Bag 

If in a Development Group, your child will require a gym bag to accommodate all his/her belongings 

whilst in the gym.  A picture list of what Development Gymnasts should have in their Gym Bag is 

displayed in the entrance to the hall. 

Books / Folders 

All Development Gymnasts will also need a folder in which to keep handouts from coaches regarding 

competition requirements, important dates and feedback.  Each Development Gymnast may also be 

asked to have a notebook in which their coach will record progress towards goals.  

Use of Mobile Phones / Tablets 

From January 2020 we would prefer it if all gymnasts could leave their phones and tablets at home.  

If a phone call is required this can be made through Reception so there is no need for gymnasts to 

have electronic equipment with them, unless there are mitigating circumstances (which can be 

addressed with Reception or the Gymnast’s Coach).  This now links to the WWGF Social Media and 

Anti Bullying Policies.  

Food & Drink 

No food is allowed in the gym during training except when training for more than two hours, when 

fruit, cereal bars or other suitable snacks are permitted. Gymnasts should bring water or still juice to 

drink at every training session in a bottle which will not leak. All rubbish must be placed in the bin 

before the gymnast leaves the gym.  Please avoid sending your gymnast in with crisps, chocolate or 

unhealthy snacks!  
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Competitions and Events 
 

WWGF has a busy programme of both internal and external events! A Dates List will be put on the 

notice boards early in the year: please take note of all Fundraising events which you and your 

gymnast(s) can get involved in, and any competitions which your gymnast(s) may be asked to attend.  

If you are not sure which events are open to you, please ask at Reception. 

All Fundraising events are geared towards raising money to maintain current equipment and 

purchase new equipment, so the more everyone gets involved the more we can develop the facility!  

Fundraising events are also open to non-gymnasts, i.e.: friends and siblings too! 

Recreational Gymnasts have 2 internal competitions per year: the Floor and Vault in February, and 

the 4-piece in the Summer. 

Development Gymnasts will be expected to participate in both internal and external competitions. A 

gymnast’s coach will decide which competitions he/she is ready to enter, and this will be 

communicated to the gymnast’s parents/guardians by that coach. Parents/Guardians are expected 

to bring their children to competitions and stay with them throughout. 

At WWGF the emphasis will always be on the gymnast feeling confident and performing the required 

skills happily and well.  If a gymnast is too nervous or is afraid of performing a skill the coach will err 

on the side of caution and the skill will not be competed until it is completely ready.  Gymnasts’ 

readiness for competition will depend on a number of factors, and parents/guardians should always 

respect the coaches’ decisions and believe that the coaches have their gymnast’s best interest at 

heart, even when decisions may seem difficult to understand. 

 

Competition Letters / Fees 

Gymnasts will be handed a letter by their coach notifying them that they are invited to take part in a 

competition.  The letter will specify what the competition is, the date of the competition, the entry 

fee and the deadline for payment. 

Entry fees are payable by the parent/guardian and may range from £10 to £35. Entry fees are paid to 

West Wilts Gymnastics & Fitness.   

Parents/guardians should note that spectator entry fees will be charged at all competition venues. 

Where a competition involves passing a Grade, WWGF will always hold a Control (test) Competition 

internally first to decide whether the gymnast is ready to attempt this.  

Internal WWGF Competitions 

We hold an Annual Development 4-Piece Competition in the Autumn (3/6-piece for boys), and a 

Recreational 4-Piece Competition in the Summer. There is also a Floor and Vault competition in 

February which is open to both Development and Recreational Gymnasts. 
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Fundraising 
 

Funds are raised via events organised throughout the year, so all parental support is always 

welcome! WWGF holds an annual barbecue, sponsored events, dress up weeks and an awards 

evening along with the competitions listed above.  

Gymnasts may also be given the opportunity to take part in displays at local fetes through the 

Summer to raise WWGF’s profile. If you help to organise a local event and would like WWGF to 

perform for you, please email us at admin@wwesprit.com with the details!  

WWGF is a not-for-profit organisation and all monies raised go towards developing the facility, 

equipment and coaching staff. 

Examples of our achievements to date: 

- A competition standard beam and matting from the Glasgow Commonwealth Games 

- A set of Rio Competition Asymmetric Bars from the World Championships 

- Climbing Ropes funded through Nerf Gun Battles! 

- A fully furnished soft play room for siblings of gymnasts and parties 

- A competition standard sprung floor 

- A fitness room to promote workouts for parents/guardians and other patrons from the 

business park 

- Shower facilities to enhance the use of the fitness room 

- Bleacher seating to enable us to hold external County and Regional Competitions at WWGF 

- A competition standard beam and matting from the European Championships 

- Spotting platforms and a pit pillow 

- A competition springboard and surround from the Birmingham World Cup 

- 2 single bars for training 

- A training mushroom for the boys 

- Foam Pits!!  

 

  

mailto:admin@wwesprit.com
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Awards and Feedback 
 

An Awards Evening is arranged every December to recognise all the Recreational and Development 

gymnasts for their hard work and dedication over the year. The ‘Recreational Gymnast of the Year’, 

‘Grades Gymnast of the Year’ and ‘Development Gymnast of the Year’ are awarded with engraved 

trophies by the coaches. The coaches also nominate gymnasts for special achievement awards which 

are presented at the same time. 

At this time we also recognise the hard work and dedication of our amazing coaching team, with the 

‘Coach of the Year’, ‘Young Leader of the Year’ and ‘Volunteer of the Year’ awards. 

This event helps to bond all the gymnasts, staff and families in a fun environment with a disco and 

good food!  

Throughout the year we hand out a ‘Gymnast of the Month’ award each month to an individual 

participant who has been nominated by his or her coach for outstanding contribution, achievement 

or attitude. 

Development gymnasts are rewarded for hard work and achievement with stickers which are added 

to their Target Sheets or Books throughout the year. The Target Sheet or Book will consist of the 

specific skills your gymnast is aiming to learn, with each skill learned rewarded with a sticker. This 

provides visual feedback to the gymnasts and parents on goals, achievements and progress.  

Each and every Development Gymnast will have a folder or book with details of their training 

schedules, target sheets or books and skills sheets to provide visual feedback on progress and 

achievement for both the gymnast and his/her parents/guardians.  

Recreational Gymnasts work towards the British Gymnastics Award Scheme, Winstrada 

Trampolining Award Scheme, and the WWGF Recreational and Rhythmic Award Schemes. Details of 

your gymnast’s progress towards these awards can be obtained from Reception. 
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Club Fees 
 

Whilst WWGF must be run as a commercial organisation to secure its future, it is formally 

designated as a ‘Not-for-Profit’ organisation. All money made is reinvested and there is no equity 

held by the Directors. 

Lesson Fees are set once a year in March and advanced notice will be given of changes to our fee 

structure for each 1st April when the new Financial Year begins. 

It is our intention to offer good value and good facilities and maintain a competitive position in our 

marketplace. However, the Directors reserve the right to set a fee structure to ensure we can meet 

our aim of maintaining a commercially sound long-term business. 

 

Payment Methods 
 

Payment is currently by card, cash, cheque, bank transfer or Direct Debit.  We add a surcharge of 

£1.50 per cheque as this is what the bank charges us for each cheque we present. 

Please note that a £1 admin charge may apply to every month that a standing order payment is 

made at the incorrect amount.  There will also be a £1 admin charge for every action needed to 

recover any debt.   
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Club Policy Statements 

 

Code of Conduct for Gymnasts 
 

West Wilts Gymnastics & Fitness coaches and officials are fully committed to safeguarding and 

promoting the well-being of all our members. WWGF believes it is important that all members, 

coaches, administrators and parents/guardians associated with the organisation should, always, 

show respect and understanding for the safety and welfare of others. Therefore, members are 

always encouraged to be open and share concerns or complaints that they may have about any 

aspect of the organisation with a Welfare Officer. As a member of West Wilts Gymnastics & Fitness 

everyone is expected to abide by the following: 

• All members must participate within the rules and respect the coaches, judges and their 

decisions 

• All members must respect opponents and fellow WWGF members 

• Members should keep to the agreed timings for training and competitions or inform their 

coach, or the Head Coach, if they are going to be late 

• Members must wear suitable attire for training and events as agreed with the coach. WWGF 

leotard and jacket should be worn when representing the WWGF in competitions and events 

• Keep all long hair tied back, and remove all body jewellery 

• Members must pay any fees for training or events promptly 

• Members must not smoke, consume alcohol or take drugs of any kind whilst representing 

WWGF at competitions or other events 

• Members should treat all equipment with respect 

• Members must inform their coach of any injuries or illness they may have before the warm-

up begins 

• Members should not eat or chew gum during sessions (unless given permission to take a 

‘snack break’) 

• Members must not use bad language 

• Members must not leave the training area without the consent of their coach 

• All gymnasts must contact their coach (or a representative in his or her absence) on arrival 

and departure from the premises 

• Members should not leave the premises without their parent or guardian and should remain 

with the coaches at the end of the session until collected by their parent or guardian 
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• Members must read the notice boards, Facebook page and Website and make themselves 

aware of the annual date list and the forecast of events 

• Gymnasts nominated or selected for competitions and events are to inform their coaches if 

they are not available as soon as possible. Gymnasts who are entered for competitions and 

subsequently do not compete will be required to pay the entry fee 

 

 

Please note that the identity of the Welfare Officer(s) and all contact information can be found on 

the notice boards in Reception and on page 19 of this Handbook. 
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Code of Conduct for Parents/Guardians  

• Encourage your child to learn the rules and participate within them  

• Discourage challenging / arguing with officials 

• Publicly accept the coaches’ and officials’ judgements: they are the experts! 

• Help your child to recognise good performance, not just results 

• Do not compare your child to others: all gymnasts progress and develop differently and 

at different rates 

• Set a good example by recognising good sportsmanship and applauding the good 

performances of all 

• Never force your child to take part in sport 

• Always ensure your child is dressed appropriately for the activity and has plenty to drink  

• Keep WWGF informed if your child is ill or unable to attend sessions  

• Share any concerns or complaints about any aspect of the organisation through the 

approved channels 

• Always use correct and proper language  

• Never punish or belittle a child for poor performance or making mistakes  

• Always collect your child promptly at the end of a session  

• Support your child’s involvement and help them to enjoy their sport  

• Inform WWGF of any changes in contact details  

• Please familiarise yourself with the information on the notice boards, Facebook page 

and Website and respond to any information passed on as quickly as possible  

• Endeavour to establish good communications with the organisation, coaches and 

officials for the benefit of all 

• Do not take photographs or video in the gym during training sessions 

• Only approach coaches and officials through Reception, never attempt to engage a 

coach or official whilst he/she is coaching or judging  
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Code of Conduct for Coaches, Judges and Officials 

 

• Always be on time, presentable and ready for work 

• Always be well-prepared for lessons or competition and aware of what the plans are 

• Always be respectful of other professionals and be friendly and courteous always 

• Engage with parents and other customers in the correct and respectful manner, but be 

mindful of being drawn into conversation or debate during lesson or competition time 

• Make yourself available to customers who have queries at a separate time to suit you both 

where necessary 

• Always be familiar with the Club’s and British Gymnastics’ policies and procedures and 

always adhere to these  

• Be aware of the Safeguarding requirements and who the Club Welfare Officers are.  Know 

the avenues of reporting in terms of any concerns, and where to signpost children/parents 

• Be responsible for your own BG membership and ensure that it is always current.  This 

includes being aware of any online learning statutory requirements 

• Be aware of the cessation dates of your DBS, Safeguarding and First Aid qualifications 

(where applicable) and liaise with Lukasz to get these renewed in advance of them running 

out 

• Remember that we are a child-centred environment and report any and all concerns 

immediately to your senior coach or a Welfare Officer 

• Be aware of who your Mentor Coach is and also in turn who you yourself are the Mentor 

Coach to, and what your appraisal requirements are 

• Ensure that you are respectful of others’ needs at all times and that you always strive to 

create a friendly and welcoming environment where coaches want to work, and children 

want to be! 

• Be aware of the ‘What Makes Good Coaching’ guidelines displayed in the Gym and work to 

these always! 
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 Discipline Policy Statement 

 

The coaches and gymnasts have an agreed discipline policy:  

Any behaviour which is deemed unacceptable by the coach will be pointed out to the gymnast and 

the reason explained 

Any repetition of unacceptable behaviour will result in the gymnast being sat out of the session for 

ten minutes 

Any further unacceptable behaviour during this period will result in the period being extended  

Any unacceptable behaviour subsequent to this during the session will result in the cessation of the 

session for that gymnast 

If unacceptable behaviour is repeated in subsequent sessions the gymnast may be asked to leave the 

group 

Parents will be notified whenever a gymnast’s behaviour has resulted in him/her missing part or all of 

a session 
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Data Protection Policy Statements 

Photography and Video 
 

The Facility has notice boards which display information about the gymnasts’ achievements and 

forthcoming events, plus a Website and Facebook page which give updates and advertisements. We 

would be grateful if you would allow your child’s photo to be displayed when appropriate. We may 

also send photographs to local media, and video or photograph gymnasts’ performances for training 

purposes.  At all times we adhere to British Gymnastics guidelines for photography and video.  

Parents are requested to sign a Personal Details Form when their child joins WWGF: this gives 

permission for WWGF Staff to act ‘in loco parentis’ in the event of an emergency and for their child 

to appear in photographs or video footage. Any and all images/video are stored on WWGF devices, 

which are password protected.  Any and all images/video will be deleted if a gymnast leaves the 

Club, at parental request, unless the image is a group photo (please note that previously published 

photographic material cannot be withdrawn from circulation). 

At no time are spectators or gymnasts permitted to take photographs or video during training 

sessions.  The only exception to this is if gymnasts request a video to be taken of their own routine 

so that they can practice at home, and in this instance permission and guidelines must be obtained 

from the gymnast’s coach. 

At events spectators will be asked to sign a consent form if they intend to take photographs/video.  

Any child who cannot be photographed for any reason will be asked to wear a coloured wristband 

and spectators will be informed that they cannot photograph such children. 

 

Personal Details 
 

All Personal Details Forms and Direct Debit information completed by customers is kept on file for 

record and due to the tick box permissions outlined above.  These forms are kept securely locked 

away and will be destroyed upon Customer request when a member leaves the Club.  All details are 

also entered into our database, which is securely password protected, and is used by WWGF Staff to 

obtain customer details for contact, emergency and analysis purposes.  Data is not stored anywhere 

else. 

We do not pass on Customers’ data to third parties. 

Customers should only be contacted through the central contact points at WWGF: the Reception or 

mobile numbers, the central database email address, or any staff email with ‘wwesprit.com’ as the 

address.  Unless verbal or written permission from the Customer has been granted, Customers will 

not be contacted via any Staff Member’s personal email address or phone number.  Where group 

emails are sent, Customers will be BCCd so that no email addresses are visible. 
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Customers can request to see their personal information held, or the deletion of their personal 

information held at any time.  The exception to this is (in the case of deletion) they or their child are 

attending lessons, whereby emergency contact and medical information must always be held by 

WWGF. 
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Equality Policy Statement 

 

• West Wilts Gymnastics & Fitness is committed to exemplary standards of conduct through 

the principles of equality and good moral and ethical frameworks. The organisation will 

encourage individuals from all communities to become involved at all levels of participation, 

coaching, officiating and management 

• WWGF will ensure that all members and staff adhere to the following equality principles: 

- All persons must respect the rights, dignity and worth of every human being 

- All individuals must be treated fairly and equally regardless of gender, age, ethnic origin, 

religion, political persuasion, sexuality or disability 

- Equality must permeate throughout strategic and development plans 

- An equal professional service will be provided for all participants and discrimination through 

race, gender or disability will not be tolerated 

- Sexual and racial harassment and discrimination will be prohibited 
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Child Welfare Policy Statement 
 

West Wilts Gymnastics is committed to ensuring that those working with children and vulnerable 

adults adopt best practice to ensure the health and safety of the participants and staff. The 

organisation will endeavour to promote the highest standards of care for all members, staff and 

officials by: 

• Adopting British Gymnastics health, safety and welfare guidelines 

• Adopting British Gymnastics guidelines for the protection of children ad vulnerable adults 

• Appointing Welfare Officers (child protection officers) to whom grievances or complaints can 

be made confidentially  

• Ensuring that staff are suitably trained in child protection and in health, safety and welfare 

issues 

• Ensuring that coaches and officials have been screened to confirm their suitability to work 

with children. Where appropriate this will include DBS disclosures 

• Ensuring that the best coaching practice guidelines are always followed  

• Ensuring that grievances or complaints are dealt with promptly and in accordance with 

grievance procedures 

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

events 

• Ensuring that participants and / or parents are aware of the purpose of videoing or 

photographing during training or events 

• Having a zero tolerance to poor practice, bullying or any form of abuse 

 

Our Club Welfare Officers are: 

Sue Clark – 07720 263965 

David Smith – 07956 343246 
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Anti-Bullying Policy Statement 
 

Our Anti-Bullying Statement sets out how we feel about bullying at WWGF and has been produced in 

response to behaviour we have dealt with through 2019.  It explains how we will tackle bullying, and 

how we will support anyone who feels that they are the victim of bullying or harassment. 

This has been done with the help of the gymnasts from another wonderful Gymnastics Club 

(Rothwell Gymnastics Club) who have advised us! 

 

Our Gym should be a happy place to be because: 

• We have fun, the coaches are nice, and we enjoy ourselves and make new friends 

• There is always someone around who cares about us 

• We work hard and improve, and there are always rewards when we do well and kind words 

or hugs when we don’t! 

A Bully is: 

• A mean person who can make you feel sad 

• They may hurt you physically, say mean things or be rude 

• They may make you feel miserable emotionally 

• They carry on doing things even though you don’t like it, and they may carry on even if you 

have told them that you don’t like it 

• They may put mean things about you on Social Media, ignore you or leave you out 

We don’t like Bullies because: 

• They are not kind, they can be mean and make you feel bad about yourself   

• They hurt your feelings and make you feel bad on the inside 

• They are selfish and may get people to gang up on you 

What can you do if someone is sad? 

• You can talk to them to see if you can help 

• You can ask them if they are ok 

• You can tell an adult, a coach or a Young Leader or Welfare Officer 

• You can try to cheer them up and include them in what you are doing 

• You can talk to them or maybe say something funny to make them laugh! 

What will happen to bullies? 

• An adult will speak to the person affected by the behaviour to find out what happened.  

When the adult is aware of exactly what happened he or she will speak to everyone 

involved. 

• Bullying, including online bullying or someone saying mean things on social media, will not 

be tolerated at West Wilts Gymnastics & Fitness.  If we discover that this has happened, 

action will be taken as soon as possible. 
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• If someone is caught in the act of bullying or online bullying they will spoken to straight 

away and may be removed from the gym immediately. 

• Depending on the severity of the bullying, the bully may be suspended from the gym for a 

week (with no refunds for missed sessions) whilst the situation is investigated by the Head 

Coach and a Welfare Officer. 

• The general process for addressing any kind of bullying behaviour will as per the Club’s 

Disciplinary Policy. 

• Upon return to training the individual will be monitored for a period of six months. 

Who should you tell if YOU feel sad? 

• Always tell a Coach, Young Leader, Welfare Officer, a friend or another adult. 

• Never keep things to yourself, always tell someone you trust. 

• Remember: we want to help you because we don’t like bullies and the gym should be a 

happy place where you are surrounded by people who care about you. 

Useful Contacts 

• West Wilts Gymnastics & Fitness Welfare Officers Sue Clark or Davis Smith (telephone 

numbers are on the Welfare Board) or speak to them in person or with a friend of you feel 

nervous 

• NSPCC Helpline 0808 800 5000 

• Childline 0800 1111 www.childline.org.uk 

• Kidscape www.kidscape.org.uk 

• Anti-Bullying Alliance www.antibullyingalliance.org 

 

 

 

 

  

http://www.childline.org.uk/
http://www.kidscape.org.uk/
http://www.antibullyingalliance.org/
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Social Media Policy Statements 

 

Guidance for Children 

  
Gymnasts and Young Persons under the age of 18: 

Do not ask your Coach to be your social networking site friend - they will refuse as that would breach 

good practice. Do use the internet positively and do not place yourself at risk. 

(Have a look at www.ceoo.gov.uk for some useful tips) 

• Consider who you are inviting, and accepting, to be your friend and follow the good advice 

of the social networking sites to ensure you are talking to the person you believe you are 

talking to 

• Always remember that anything you say including photos, pictures and video clips posted on 

your site may be shared with people other than those for whom it was intended. Restrict 

what you share 

• Never post or send any photographs, videos or make comments that may be hurtful, untrue 

and upsetting and you may regret sharing later; or may be used by other people in a way 

you did not intend or want 

• Do not put pictures of other members on the site as you may breach the Photography Policy. 

If you do wish to upload such a picture you must get the advice and consent of your parent, 

the other young person and their parent, and that of a club officer before even considering 

uploading such a photo 

• Always be aware that social networking sites are a method of communication like letter 

writing and the spoken word. They are bound by the same laws and rules. Such technology is 

instant and this allows you as the user to react in the 'heat of the moment', where in the 

past you would have been required to write a letter which would have taken time and 

allowed for you to think again before sending. So never place a comment on the internet 

that you would not put in writing or say to the individual concerned, as to do so may not 

only breach British Gymnastics Policy but also the law 

 

  

http://www.ceoo.gov.uk/
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Guidance for Adults: 
 

Social Networking 

• West Wilts Gymnastics & Fitness Adults are in a position of trust and responsibility and 
therefore should not be in contact with Young People through social networking sites if they 
hold a position within WWGF in respect of that individual Young Person  

This means: 

• No Adult should have under 18s, for which they have a responsibility, on their personal 
Facebook or social network page at all, either as a friend or a contact 

• Should a Young Person request to become a named friend on your Social Networking Page 
or request that you become a named friend on the Young Person's Social Networking Page 
you should decline if any of the below apply: 

- You are in a position of responsibility in respect of that child 
- You hold a position of trust and responsibility in West Wilts Gymnastics & Fitness 

 

Responding to Posts 

• Whilst we understand that friendships occur between coaches and Young Persons of a 

similar age, we encourage Adults to protect themselves and the gymnasts by ceasing contact 

until that person is 18 years of age 

 

Texting and E-mailing 

• No Adult shall communicate with a Young Person under the age of 18 via electronic 

communication unless there are exceptional circumstances. In such a case as this the Adult 

concerned may communicate with an under 18 only if the parent consents and they also 

copy the communication to the Club Welfare Officer 

• If a Child (under 18) communicates to a coach via text or email the Adult should not reply. 

Reply instead to the parent. Please also inform the Welfare Officer for the protection of the 

Child and Adult 

 

Use of YouTube and Other Internet Media 

• The publishing of a photograph or video footage on a social networking site is governed by 

the same requirements as any other media. West Wilts Gymnastics & Fitness does not 

approve of any videos of club activity or gymnasts posted on the internet or broadcast 

without permission. To do so will contravene Policy. We adhere to the British Gymnastics 

Policies, which can be found in our Handbook or on the British Gymnastics website 
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What to do if you have a concern? 
 

As a user of electronic communication, whether you are a Child or an Adult, you may at some time 

have a concern about what you are seeing or being told about by another user. Concerns may range 

from negative or abusive comments and cyber bullying to suspect grooming for sexual abuse. 

If you wish to raise a concern from within WWGF please contact the Welfare Officers:-  

 

Sue Clark – 07720 263965 

David Smith – 07956 343246 

 

Alternatively, the following is a list of agencies that you can contact, anonymously if you wish, where 

you can raise such concerns: 

The Child Exploitation Online Protection Unit (CEOP) by pressing the CEOP button on Facebook • 

Child line 0800 1111 which is a NSPCC support service specifically for Young People 

Or by contacting: 

Stop It Now Freephone 0808 1000 900, another NSPCC support service. Using this website, children 

can talk confidentially to NSPCC advisors online about any issues or problems they may be 

experiencing, using an application like Instant Messenger (IM). 

Or by contacting: 

The Local Police or Children's Services - their number appears in the phone book. 

The NSPCC helpline 0800 800 5000 or about the welfare or safety of a child the internet watch 

foundation (IWF). The IWF was established by the internet industry to provide a UK internet hotline 

which can be anonymous for the public and IT professionals to report criminal online content in a 

secure and confidential way. 
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Health and Safety Policy Statement 

 

West Wilts Gymnastics & Fitness recognises the responsibilities it has under the Health and Safety 

Act and regulations to ensure the safety, health and well-being of gymnasts, coaches, officials and 

volunteers when they are involved in WWGF business. It recognises its responsibilities to: 

• Provide a safe and healthy training and competition environment for gymnasts and coaches 

through assessing the risks associated with participation, and controlling them to ensure 

they are minimised 

• Ensure that adequate arrangements are in place in the event of an accident, fire or other 

incident 

• Ensure that coaches and helpers have the appropriate gymnastics / coaching training 

• Keep the arrangements under review and introduce additional measures considered 

necessary and practicable in relation to the operation of the business 

• Perform normal health and safety inspections weekly and record the results 

• Perform visual inspections of the equipment before each piece of equipment is used 

• Adhere to British Gymnastics coach/gymnast ratios 

• Ensure that all staff have up-to-date training 

• Ensure that all accidents / incidents or potential breaches are reported to the senior coach in 

the gym at that time and if not to the Head Coach 
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Accessibility Policy Statement 
 

This policy should be read in conjunction with our Health and Safety Policy.  We endeavour to continue 

to improve our facility to make the building as accessible as possible.   

Access to Building 

Already in place: Not yet in place: 

• Reception door width suitable for 
wheelchair users.  

• Wheelchair ramp available on 
request.  

• Flooring is easy to travel across for 
wheelchair users/people with 
mobility issues. 

 

• Ramp up to front door. 

• Disabled parking space and enlarged 
parking space. 

• Ramp(s) for Fire Exit(s) (except 
Reception). 

 

 

Kitchen/Toilet Facilities 

Already in place: Still to put in place: 

 

• Vinyl floor is level throughout reception 
area, kitchen and toilets.  

• Doorways acceptable width for 
wheelchair users/people with mobility 
issues/people with buggies. 
 

 

• Handrail in toilet cubicle(s). 

• Symbols for doors. 

 

Gym Hall 

Already in place: Still to put in place: 

 

• Changes in floor surfaces mostly 
represented with changes in colours to 
aid people with visual problems. 

• Disability specific seating available. 
 

 

• Signage to explain disability access 
arrangements. 
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WWGF Safety Procedures: 

Complaints and Grievance Procedures 
 

As a club affiliated to British Gymnastics (BG) West Wilts Gymnastics & Fitness is bound by the BG 

procedures for complaints, disciplinary issues, membership suspensions and expulsions. 

The organisation places the welfare and safety of its members as the highest priority. 

The organisation has a clearly defined Health and Safety Policy and designated Welfare Officers to 

whom all complaints, grievances and suspicions of poor practice should be addressed. Matters will 

be dealt with confidentially and only those who need to know will be informed. 

British Gymnastics procedures for dealing with complaints will be followed and if an issue cannot be 

suitably addressed at club level, British Gymnastics procedures will be applied. 

A copy of the British Gymnastics complaints procedure is available from British Gymnastics via their 

web site at http://www.british-gymnastics.org/clubs/club-membership/ethics-welfare 

  

http://www.british-gymnastics.org/clubs/club-membership/ethics-welfare
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Club Emergency Procedures 
 

In the event of a Fire or other alert, the alarm will sound and upon hearing the alarm you must: 

• Leave the building by the nearest exit 

• Do not stop to collect personal belongings 

• Go immediately and report to the assembly point in the main car park 

• Do not re-enter the building until you are told that it is safe to do so by a responsible 

member of staff 

Parents / Guardians: Please leave the building by the nearest exit. Your children will be taken to 

safety by their coach. A register will be taken at the assembly point by your child’s coach, so please 

do not take your child until that has been carried out and you have spoken to your child’s coach 

about taking your child from the building. 
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Accident and Safety Procedures 
 

• Trained and qualified first aiders are listed on the notice boards 

• The first aid kit is always in the kitchen  

• In the event of a serious accident the emergency services must be contacted, and medical 

help sought 

• In the event of an accident / incident, the accident / incident book must be completed. The 

accident / incident book is held in the first aid cupboard 

• All coaches, volunteers and participants must always adhere to the accepted standards of 

good practice  

• Coaches must only coach to the level of their qualification 

 

 

 

 

 

 


