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1.0 Changes From Last Issue

Nil

2.0 Objective & Scope

2.01 It is the objective of the Centre to ensure that the following is achieved:

· To provide the opportunity for all customers to have access to high quality teaching in Gymnastics

· To provide a wide range of tuition to accommodate all skill levels

· To encourage progression in skill level

· To retain the customer as regular visitors to our facilities

2.02 This document describes how the scheme works, when and where classes take place, the range of lessons available, how to enrol for classes, and answers to any queries parents may have.

3.0 Reference Documents

	INTERNAL
	EXTERNAL

	Enrolment form

Re-enrolment form

Programme
	


4.0 Procedure Detail

4.1
HOW THE SCHEME WORKS

4.1.1
The scheme is based upon a pyramid approach. All classes are undertaken by following set schemes of work, which ensure a consistent quality standard of teaching.

4.1.2 Each class leads to an award and as one award is gained the pupil can then move on to achieve the next award. The scope of the scheme is wide ranging so awards progress logically in stages which allow for smooth transition to higher class levels as each award is achieved.

4.1.3 All instructors are fully qualified gymnastics instructors with a proven teaching record and a wealth of experience. Teachers give their commitment to the scheme.

4.2
Programming

4.2.1

The programme will take into account customer feedback, demand, leisure trends and financial feasibility. Targets and tasks relating to the programme are included in the Performance Improvement Plan.
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4.2.2

The courses and sessions is devised by the Duty Officer (Customer Care and Programming) and presented to the Management team for discussion. The Leisure Centre Manager reviews the programme on an ongoing basis.

4.2.3 
All 8-week courses may vary in length – depending on circumstances e.g. sickness or disruption due to unforeseen events. 

4.2.4    Details of all courses will be displayed in appropriate leaflets organised by the Duty Officer (Customer Care and Programming) 

4.2.5   A booking form will be completed by the Duty Officer (Customer Care and Programming) and given to the Office Administrator who will book the course onto the Micro cache system with relevant details e.g. numbers, amount payable etc.

4.2.6    The Duty officer will monitor each course to ensure that it breaks even. If, 7 days prior to a course commencing, it materialises that a course will run at a loss the Duty Officer will take remedial action. This may include cancelling the course or initiating a promotion to encourage further uptake.

4.3 WHEN & WHERE

4.3.1 Lessons are run in the Minor Hall, Seven Towers Leisure Centre.

	DAY
	TIME
	Ability

	Monday
	4.30 – 5.30pm
	Beginners

	Monday
	5.30 – 6.30pm
	Improvers

	Friday
	4.00 – 5.00pm
	Improvers

	Friday
	5.00 – 6.00pm
	Beginners

	Friday
	6.00 – 7.00pm
	Advanced 


4.3.2 Lessons run in 8-week blocks throughout the School Term. Classes run to a published timetable, which is kept in the Gymnastics file at Reception. Details of the start and finish date of each block, the payment deadline for each block, and the assessment date for every block is found in the Gymnastics file at Reception.

4.3.3 During school holidays, lessons are also available but these are run through out the duration of the holiday in weeklong blocks and separate from the term time lesson blocks. These lessons are seen more as ‘crash courses’ and often customers who attend one of these as an addition to their term time lessons make dramatic progress in the week. Holiday lessons run from Monday to Friday.

4.4 WAITING LIST

Waiting list will no longer be kept customers will be informed of the next enrolment date for gymnastics on which they can apply for a place.
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4.5 ENROLMENT

4.5.1 There is priority Booking for Customers who are already on a course should they wish to continue on the next course. On week six the instructor assesses and recommends to the customer which course would be most suitable and issues a re–enrolment slip. They are given one week to enrol and must hand in the re-enrolment Slip at reception along with payment.

4.5.2 Current Customers may enrol for the next course from week Six of the current course. All enrolments are taken at Reception and payment is made at the time of booking. All customers must complete a Course Booking Form for each session.

4.5.3 New Customers may enrol for the next course from the timetable for these dates are kept in the gymnastics file at reception. (This is normally the Saturday 2 weeks before the start of the course week.)  All enrolments are taken at reception and payment is made at time of booking. All customers must complete a course booking form.

5.0 Questions

Why must I complete a Course booking Form each time?

Completing the form means that information is kept up to date.

What is the minimum Age for the Course?

Children must be 5years of age at time of enrolment and under 14 years of age.

Can I accompany my child to the class?

Up too two adults can accompany a child to the spectator’s area of the building.
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