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Policy Statement

Power Gymnastics Trampoline is committed to maintaining a safe, respectful and transparent environment for
all gymnasts, parents, staff and volunteers. This policy outlines the procedures for raising and managing
complaints, and for addressing concerns relating to conduct or performance. Power GT is dedicated to
ensuring that all matters are handled promptly, fairly and without bias, in accordance with safeguarding

expectations, organisational values and relevant employment guidance.

The organisation promotes a culture where concerns can be raised confidently, and where disciplinary
processes are applied consistently to protect the welfare of the community and uphold high standards of

behaviour.

Policy Intent
e Promote transparency — to ensure all users and employees understand how concerns, complaints

and disciplinary matters will be managed.

e Provide clear procedures — to set out structured, accessible steps for raising concerns and for
responding to allegations of misconduct or poor performance.

e Ensure fairness and consistency — to guarantee that all complaints and disciplinary actions are
handled impartially and in line with recognised best practice.

e Protect welfare — to safeguard gymnasts, staff and the wider community by addressing issues
promptly and appropriately.

e Support continuous improvement — to use concerns and outcomes to strengthen organisational
practice and maintain high standards of conduct.

e Clarify rights and responsibilities — to ensure all parties understand their roles within the complaints

and disciplinary process.
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Complaints Procedure

Level 1: Informal Concerns
Concerns: We expect that most concerns, where a staff member, parent or ggmnast seeks intervention or some
other action to be taken, can be resolved informally. Concerns raised should be appropriately recorded with the
relevant coach / athlete file.

Outcomes should be VIA personal coach or the head coach and can be verbal or written. A written log should
be kept on communication outcomes and any low level investigation completed (if necessary).

Level 2: Formal Complaint

Notification: A level 1 concern that is unresolved, or a complaint which needs investigation. This complaint
should be written and should include a full explanation of the complaint and all relevant associated
documents/evidence for investigation.

Acknowledgement: Written Level 2 complaints will be acknowledged by telephone, email or in writing within

two working days of receipt, except during centre closures where the acknowledgement will be within five
working days.

Investigation: Management will appoint a Complaints Officer to act as the “investigator”. The investigator will
be impartial to the complaint and should inform the accused of the complaint in writing. The investigator may
also:

- Request additional information from the complainant;
- Speakto the accused,;
- Speakto others who have knowledge of the circumstance.

The outcome of the investigation will be reported to management who will notify the complainant in writing of
their decision and the reasons for it.

Records: Written records of level 2 complaints will be obtained. Formal complaints regarding staff/volunteers
may result in verbal or written warnings. Staff may be suspended during the investigatory period.

Level 3: Final Complaint

Concerns: We expect that concerns raised from a Level 2 complaint should be expanded, in writing and with
evidence

Acknowledgement: Written Level 3 will be acknowledged by telephone, email or in writing within two working
days of receipt, except during centre closures where the acknowledgement will be within 5 working days. British
Gymnastics will be copied into correspondence.

Investigation: The level 2 “investigator” will contact British Gymnastics with all evidence provided by any
involved party. The date and time of this correspondence will be logged. Power GT will communicate with
involved parties every 5 working days regarding updates to the complaint investigation. Once a decision has
been made, decisions will be reported to management who will notify the complainant in writing of their decision
and the reasons for it within 5 working days of complaint acknowledgement.

Records: Written records of Level 3 complaints will be obtained by PGT and BG. Any continued queries regarding
the complaint will be treated as harassment.
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DISCIPLINARY POLICY

Intent

This policy sets out the standards of conduct expected of employees and provides a framework for dealing with
instances of alleged misconduct or poor performance. It ensures that disciplinary matters are dealt with fairly,
consistently, and in line with the principles set out by the ACAS Code of Practice.

This policy applies to all employees of Power Gymnastics Trampoline.

Principles

e The procedure is designed to help and encourage all employees to achieve and maintain standards of
conduct and performance.

e The aim s to ensure fairness and consistency in the treatment of individuals.
o Nodisciplinary action will be taken until the matter has been fully investigated.

o Employees will be informed of the allegations against them and will be given the opportunity to respond
before any decision is made.

o Employees have the right to be accompanied at formal disciplinary hearings by a trade union
representative or a work colleague.

o Employees have the right to appeal any formal disciplinary action taken against them.

Informal Resolution

Where appropriate, minorissues of misconduct or poor performance should be dealt with informally. A discrete
word with the employee may be all that is required to improve performance or behaviour. Record of this
conversation will be kept for 18 months on file.

If the matter is more serious or informal discussion does not lead to improvement, the formal disciplinary
procedure will be followed.

Investigation

Before any disciplinary action is taken, management will appoint an Investigations Officer to act as the
“investigator” to establish the facts of the case. The investigator will be impartial to the investigation. This may
involve collecting evidence and interviewing relevant individuals.

An investigatory meeting may be held, but this is not a disciplinary hearing.
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Disciplinary Procedure
Suspension

In cases of alleged serious misconduct, an employee may be suspended on full pay while the investigation is
carried out. Suspension is a neutral act and does not imply guilt.

Notification
If, following the investigation, a disciplinary hearing is required, the employee will be informed in writing of:
e The nature of the alleged misconduct
e The date, time and location of the disciplinary hearing
e Theirright to be accompanied
e The possible outcomes of the hearing
Disciplinary Hearing

The disciplinary hearing will be conducted by a manager who has not been involved in the investigation. During
the hearing:

e The allegations will be explained
e Evidence will be presented

e The employee will have the opportunity to state their case, present evidence and call withesses

Possible Disciplinary Outcomes

Following the hearing, the manager may decide on one of the following outcomes, depending on the severity of
the case:

1. NoAction
No disciplinary action is necessary.

2. Informal Warning
For minor misconduct or first offences.

3. First Written Warning
For more serious offences or if there is no improvement after an informal warning.

4. Final Written Warning
For further misconduct after a first written warning, or serious misconduct.

5. Dismissal
For gross misconduct or further serious misconduct after previous warnings.

Other possible outcomes may include demotion, loss of seniority, or reassignment to different duties (where
appropriate).
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Gross Misconduct
Examples of gross misconduct may include (but are not limited to):
e Theft orfraud
e Physicalviolence or threats
e Serious negligence
e Serious insubordination
e Breach of health and safety rules
e Harassment or discrimination

Gross misconduct may result in summary dismissal (dismissal without notice or pay in lieu of notice).

Right to Appeal

Employees have the right to appeal against any disciplinary decision. Appeals must be submitted in writing with
5 working days of the outcome, stating the grounds for appeal.

The appeal will be heard by a manager not previously involved in the case. The decision at the appeal stage is
final.

Records and Confidentiality

All records related to disciplinary cases will be treated as confidential and retained in accordance with data
protection laws and internal record-keeping procedures.



