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Dear Parent / Guardian

Thank you for requesting information about Sport Works’ Easter holiday sessions at Colne Valley High School.  

Our objective is to deliver a structured programme of highly enjoyable and rewarding activities, providing children with not only fun and entertainment, but also the opportunity to develop their confidence, health and skill levels. 

Your child’s welfare is of paramount importance and we ensure that all necessary steps are taken to provide your son or daughter with a safe, rewarding experience whilst under our supervision.

The ‘Information Pack’ enclosed has been compiled to highlight specific information about our programme of activity.  We seek to provide assurances as to the robust measures Sport Works put in place to ensure your child receives a high quality experience.  

I look forward to welcoming your child onto future Sports Works programmes, of which information is available on our website.  Should you require any further information please don’t hesitate to contact myself or one of our expert coaches.

Yours,

Simon Leonard
Director
QUALITY ASSURANCE POLICIES 

All Sport Works schemes of work are covered by the following policies and procedures, to ensure that every attempt is made to deliver high quality, safe and equitable programmes of activity.

Health and Safety 

Your child’s safety is of paramount importance. Sport Works seeks to develop and maintain a proactive health and safety culture and set standards for continuous improvements in matters of health and safety.  Risk assessments are carried out on each venue in which we operate and are regularly monitored throughout all activities.  

Your child will be grouped according to their age range.  To ensure quality and safety, the following coach/ child ratios are implemented:

1:4
Child Protection Policy

Sport Works recognises our duty to undertake all necessary steps to ensure your child is safe whilst in our care.  We believe that it is unacceptable for a child or young person to experience abuse of any kind and recognise our responsibility to safeguard their welfare by a commitment to practice which protects them.  Our duties include the need to respond if we suspect a child in our care is suffering from abuse or if a child makes a disclosure about abuse. In those circumstances our staff will follow our child protection policy and contact the appropriate member of staff or the local area Child Protection Committee.

Equal Opportunities

Sports Works is committed to the policy of non-discrimination. No child shall be prohibited from participating in courses run by Sports Works on the grounds of sex, race, colour, national or ethnic origin, or disability.

Medical
If your child is taken ill during one of our programmes our priority will be to provide immediate care for your child and contact you if deemed appropriate.  Should a serious accident occur, parents/ guardians will be contacted immediately.

Please note we are required to keep a record of all medical conditions for children who attend our programmes. Our staff are experienced and qualified to administer a range of medications and conduct medical procedures, however, we may require specific information/assistance on occasion for specialist treatment.
Sport Works Ltd Staff

Sport Works staff comprise of specialist sports coaches, teachers, teaching assistants and care workers, all with previous experience of working with children with additional needs.  All staff are recruited following a rigorous selection process where they attend a formal interview and are observed leading a practical session.   


All staff hold relevant NGB qualifications at level two or above and undergo in house training every two months.  Persons employed by Sport Works Ltd are thoroughly vetted and have obtained clearance from the Criminal Records Bureau.  The majority of our staff are University educated.  

All staff adhere to the Sport Works Code of Conduct and Child Protection Policy.     

Any concerns regarding breach of this Code of Conduct will be taken seriously and responded to in line with the Sport Works Ltd Complaints Policy, Disciplinary Procedure and/or Procedure for Responding to Concerns about Child Abuse.
At times, Sport Works use carefully selected sub-contractors to deliver specific parts of our programmes.  All sub-contractors are carefully selected based upon qualification and experience and are subject to the same rigorous health, safety and quality assurance procedures as Sport Works employees.
Liability

Sports Works Ltd carries public liability and employer’s liability insurance cover for all activities undertaken.  However, we cannot accept responsibility for matters outside of our direct control nor in respect to damage or injury caused other than by the proven negligence of Sports Works or any person it employs.  Nothing contained in this condition shall exclude or restrict Sports Works liability for its own negligence or breach of contract.

Data Protection

Sports Works Ltd is registered under the Data Protection Act 1998 and in accepting these conditions you confirm that you are willing for us to process your personal and other data on our computerised records. You also confirm that you are willing to receive unsolicited marketing material from us.  Sport Works will not forward any personal details to any third party, unless specifically required to do so by law.
Behaviour & Expectations

Our staff seek to encourage and reward positive behaviour and deal with inappropriate behaviour firmly and fairly.  A child has more chance of accepting failure if s/he can draw upon praise, success, recognition and affection, which they have previously experienced.

Every opportunity is taken to support self-discipline, whereby pupils are personally involved and accept responsibility for their own actions and behaviour.  We will endeavour to deal with any minor behaviour problems as they arise, however, in serious cases and persistent poor behaviour we will contact the parent or guardian. Should unacceptable behaviour continue, exclusion from the course will be considered. In such circumstances no refunds can be made.

Complaints

Sport Works believe that children and parents are entitled to expect courtesy and prompt, careful attention to their needs and wishes. We welcome suggestions on how to improve our services and will give prompt and serious attention to any concerns about the running of our business. We anticipate that most concerns will be resolved quickly by an informal approach to the appropriate member of staff. It this does not achieve the desired result; we have a set of procedures for dealing with concerns.

On the day of the course…

In order that we are able to maintain an appropriate standard of safety and welfare we ask that parents, guardians, or adults responsible for your child adhere to the following important instructions and that your child is made aware of them. Your signature on the booking form signifies your acceptance and agreement.

Registration 
Parents, guardians, or adults responsible for your child must identify themselves to the course co-ordinator (who for the purposes of these conditions are an employee of Sports Works on the first day of the child’s attendance.  Should an arrangement be made for any other adult to accompany or collect your child at any time, the co-ordinator must be informed and, where possible, introduced to that person.

On arrival for each session, your child must be accompanied to registration.  Accompanying adults must remain at the venue until the co-ordinator has registered the child.  

 

Collection
Adults collecting a child must present themselves to a member of Sports Works staff before escorting the child from the venue.

Adults must ensure that the child is collected at the agreed time. Sports Works  does not accept responsibility for your child other than for the duration of the course specified in the booking form, unless alternative arrangements have been agreed in writing with the course co-ordinator.

Parents are advised to contact the course co-ordinator if they are to be late picking up their child.  No child will be allowed to walk home or leave with another parent unless we have your permission in writing.  At least two adults will remain with your child until you arrive, however, this may incur an additional charge if on more than two occasions.

Equipment

Please send your children with the following……

· Plenty of drinks 

· Clothing suitable to participate in Sports and Activities (trainers, tracksuits, shorts etc) 
· Sun cream and cap for when the weather is warm 

· Lots of energy and enthusiasm!!

Director

Simon Leonard 
M – 07539 205 739
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