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EXCEL CAMPS POLICIES AND PROCEDURES 

Policies and procedures contained in this document: 

1. Safeguarding and protecting children policy 
2. Health, safety and welfare policy 
3. Privacy policy 
4. Equality policy 
5. Purchasing Policy 
6. Refund and return policy 
7. Complaints and grievance procedure 

 
1. SAFEGUARDING AND PROTECTING CHILDREN POLICY 

Excel Camps is fully committed to the safeguarding and protection of all participants.  The welfare of 
every child is paramount and we recognise our responsibility to provide a safe and enjoyable 
environment where children can enjoy sporting activities without the risk of harm, abuse or 
exploitation.   

 
Policy Introduction  
Safeguarding is everyone’s responsibility. Everyone who is involved at Excel has a responsibility for 
keeping every child safe, irrespective of their role in the organisation.  
 
There is a risk that children may be harmed in any environment, including the home, at school or in a 
sports club. Due to the nature of sports, we acknowledge that they provide significant access to 
children and young people and can provide opportunities for an individual to cause harm to children. 
It is however also recognised that individuals who have regular contact with young people play a key 
role in promoting their welfare and identifying early signs of abuse.  It is therefore essential that 
individuals who have contact with children and young people are fully aware of the early signs of abuse 
and/or neglect and understand the appropriate steps to report these concerns.  
 
In addition, it is important to be aware that some children may be more vulnerable than others.  These 
may include disabled children with specific additional needs, children with special educational needs 
and children training at a high performance level within sport. 
  
We are fully committed to providing support, information and training opportunities to make certain 
that individuals understand their role and responsibilities and fully understand the risk factors linked 
to abuse within the sport. 
  
We strive to create a fun and safe learning environment at all times.  We recognise that as an 
organisation, as well as all members of the Excel Team have a ‘duty of care’ towards all participants 
and will ensure that high standards are met with best practice being followed at all times when 
working with children. 



 

Produced:  8th January 2019  Page 2 of 21 
  

 
Key Principles  
This Policy is based upon the following fundamental principles:  

• The welfare of children (anyone under the age of 18 years) is paramount  

• All children, regardless of ability, age, disability, sexual orientation, parental status, race, 
religion or belief or socio/economic background have a right to be protected from abuse  

• Safeguarding children is everyone’s responsibility: every individual as well as the organisation 
must play their part in ensuring the activities are safe 

• A child-centred approach: keep the child in focus when making decisions about their lives and 
working in partnership with them and their families. Sport provision will better meet the 
needs of children if it is informed by a clear understanding of the needs and views of children 

 

Excel Camps will: 
• Ensure that all measures are taken to minimise potential risk of injury or abuse  

• Ensure that all coaches work within the boundaries of their training and qualifications and 
implement best practice at all times 

• Ensure all coaches and staff have suitable training in Safeguarding and Protecting Children to 
minimise potential risks to children and also to protect themselves    

• Ensure that all coaches and staff that have direct contact with the children have a valid 
Enhanced DBS 

• Appoint a Welfare Officer who will deal with any complaints or grievances promptly and 
confidentially 

• Ensure that a minimum of 2 responsible adults are present at all times during the camps  

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

• Regularly monitor and evaluate the implementation of this Policy and these procedures. 

• Implement zero tolerance on bullying, abuse or poor practice and take active steps to 
eradicate any potential risks. 

• Not let children leave the venue after a camp until their parent or guardian has safely arrived 
to collect them 

 
Background  
‘Working Together to Safeguard Children’ provides the overall framework on which this policy is 
based. The guidance highlights the need for organisations working together, to take a coordinated 
approach to ensure effective safeguarding arrangements, the important role played by voluntary 
organisations and private sector providers in the delivery of services to children and expects such 
organisations to put in place arrangements that reflect the importance of safeguarding and promoting 
the welfare of children.  Working Together also highlights that both the paid and voluntary workforce 
need to be aware of their individual responsibilities for safeguarding and promoting the welfare of 
children and how they should respond to child protection concerns and make a referral to local 
authority children’s social care or the Police if necessary.  
 
 
 
 
 
 
 
 
 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/729914/Working_Together_to_Safeguard_Children-2018.pdf
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Excel Responsibilities 
This policy puts these requirements into a holiday camp context, outlining the minimum standards to 
which all Excel staff, participants and volunteers must adhere.  In addition to the main policy, there 
are various additional policies that must also be applied.  
 
The overall aim of the policy is to ensure that everyone participating on the camps is able to do so in 
a safe, holistic and child-centred environment that supports children to meet their potential.  This can 
only be achieved if everyone involved is fully compliant with the policy.   
 
The key objectives of the policy are as follows:  

• To ensure everyone understands their roles and responsibilities in respect of safeguarding  

•  To ensure everyone who comes into contact with children is able to recognise, identify and 
respond to signs of abuse, neglect and other safeguarding concerns relating to children and 
young people 

• To promote positive practice and challenge poor practice   

• To ensure robust systems are in place to manage any concerns or allegations  

• To develop a skilled and competent safeguarding workforce 

• To ensure everyone who is involved in a role with children completes training at a level 
appropriate to their role in the sport, which covers the above areas 

• To ensure everyone who is involved in a role with children has been through appropriate 
prerecruitment checks, including the appropriate level criminal record checks  

• To ensure young people and their parents/carers are consulted and, where appropriate, fully 
involved in decisions that affect them 

 
We will ensure that any allegations or suspicions of abuse or significant harm to any child are reported 
without delay to the relevant Statutory Authorities in line with established information sharing 
protocols.  

 
We will comply with the principles set out in current Data Protection legislation and Information 
Sharing for Practitioners (HM Government guidance) in relation to confidentiality and information 
sharing. Information that is confidential in nature may be shared, without consent, where there is a 
legitimate and lawful reason for disclosure.  
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In the event of an abuse allegation against an Excel Team Member, we will take action to ensure all 
children and young people are protected and, where appropriate, will support the prosecution of 
individuals accused of a criminal offence against a child/children.  

 
All other misconduct or poor practice issues/non-compliance with policy and procedure will normally 
be managed by the Camp Leader, Directors and Welfare Officer.  
 
We will ensure that every effort is made to help prevent people who present a risk to children from 
becoming involved in the organisation and to support the removal of anyone who is considered 
unsuitable.  
 

Excel Responsibilities  
 

Excel will ensure that:  
• There is at least one suitably trained and competent Welfare Officer designated within 

the organisation to take the lead role in dealing with safeguarding issues  

• All staff and volunteers, who are working with children receive appropriate safeguarding 
training, updated every three years, and have access to advice on child protection, 
safeguarding and promoting the welfare of children through the Welfare Officer 

• All participants and their parents/guardians are aware of the codes of conduct and 
recognise behaviour that is not acceptable and how they can help to keep themselves safe  

• Support Whistle Blowing and take steps to ensure participants, parents/guardians, and 
other individuals linked to the organisation feel able to raise concerns without fear of 
negative repercussions 

• confidentiality is maintained in relation to concerns and referrals and information is only 
shared on a genuine ‘need to know’ basis in line with confidentiality and Information 
Sharing Guidance  

• Carry out Safe Recruitment to prevent unsuitable people from obtaining, or remaining in, 
positions of trust or responsibility  

• Promptly identify and respond to any deficiencies or weaknesses in the arrangements for 
safeguarding and promoting welfare of children  

• Ensure any poor practice is addressed immediately and any required remedial action is 
taken 

 
It is not the role of Excel Officials to investigate possible abuse or neglect, however they have a key 
role to play by referring concerns to Children's Social Care Services/Police and providing information 
for their investigations. 

 
Welfare Officers 
Although the responsibility for safeguarding falls on everyone, there will always be at least one 
designated Welfare Officer who is responsible for all safeguarding matters and promoting the welfare 
of all members.   
 

The Club Welfare Officer(s) must: 
• Hold a valid Enhanced DBS 

• Hold a valid Safeguarding and Protecting Children Certificate  

• Keep up to date with any changes in legislation and best practice guidelines that relate to 
safeguarding children  
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Responsibilities of the Welfare Officer(s) include: 
• Promoting the welfare of children and importance of safeguarding  

• Ensuring that children and young people are listened to and are involved in decision making  

• Ensuring that everyone understands their roles and responsibilities in respect of 
Safeguarding/child protection  

• Responding to safeguarding/child protection and poor practice concerns  

• Liaising with local Statutory Agencies 

• Working with other organisations as required  

 
Camp Registration 
When you register your child with us, it is essential that we obtain appropriate personal information 
about yourself and your child before they are able to participate in a camp.  The information we collect 
enables us to risk assess each child based on the medical information provided, obtain the necessary 
parental consent required by law as well as the information required in the event of an accident or 
emergency. 
 

The information we collect is: 
• Child’s Name and address 

• Child’s Date of birth 

• Parent/Guardian information 

• Emergency Contacts 

• Medical Information 

• First Aid Consent 

• Photo/Video Consent 
 
All data is securely held in line with the Data Protection Act1998. 

 
Provision of Safe Environment 
To effectively Safeguard children it is vitally important that we provide a safe environment where all 
children can participate in our holiday camps.  To minimise the potential risk of injury or abuse while 
participating we will:   

• Regularly check and maintain apparatus, equipment and other club property.  Anything 
deemed unsafe for use will be removed from the gym and either repaired or replaced 

• Ensure first aid provision (Qualified first aider in the gym at all times, a correctly stocked first 
aid kit and phone in case of emergency) 

• Ensure there is a clear policy for use of changing rooms and toilets 

• Provide safe storage of personal and sensitive information 

 
Changing Facilities and Toilet Provision 
We currently operate all of our camps from multi-use facilities, therefore we must honour their 
individual venue policies as well as ensure we have the necessary procedures in place to minimise any 
risk of potential abuse while using the toilet and changing facilities.  As we operate from multi-use 
facilities every effort must be made to ensure that your child arrives at the venue already changed 
and having been to the toilet.   
 

When using the facilities at the venue the following must be adhered to at all times: 
• An adult is not permitted to enter a children’s changing facility at any time, either to assist a 

child with getting changed or to get changed themselves* 



 

Produced:  8th January 2019  Page 6 of 21 
  

• Males and Females must not use the same changing facility at the same time.  There will be 
separate changing facilities for males and females, alternatively if there is only one changing 
facility at the venue, there will be separate times when males and females can use the facility 

• Mobile phones must not be used in changing rooms 

• The Excel codes of conduct regarding behaviour must be followed at all times when using the 
changing facilities 

• Everyone should be aware that they must report any concerns or incidents to the Camp Leader 
without delay. 

*Should you need to assist your child with getting changed or going to the toilet then you must use 
the disabled toilet facilities and not the children’s changing facilities. 
 

In the event your child needs the toilet during the camp, this is the procedure the coaches 
will follow if we are not the exclusive user of the venue: 

• A coach will direct your child to the toilet facility, however will remain outside the facility and 
in full view of other adults at all times 

• Wherever possible the child will use the disabled toilet to eliminate the risk of others using 
the toilet at the same time.   

• If the disabled toilet is not available then the children will go to the toilet in groups (2 or more 
children)         

 

Bullying 
Bullying is behaviour, usually repeated over time, that intentionally hurts another individual or group; 
physically or emotionally. There is often a power imbalance that makes it hard for the victim(s) to 
prevent or deal with the perpetrator’s actions. The damage inflicted by bullying can frequently be 
underestimated. It can cause considerable distress to children, to the extent that it affects their health 
and development or, at the extreme, causes them significant harm (including self-harm). 
 
We operate a zero tolerance policy on bullying at Excel and any form of bullying will be taken seriously 
and dealt with promptly and appropriately. 
 

Bullying can occur between: 
• An adult and a child 

• A child and another child 

• A parent and their own child 
 
Bullying can take many forms and can be conducted in person or through the actions of another 
person/other people. These include:  

• Emotional: for example, being unfriendly, excluding, tormenting (e.g. hiding belongings, 
threatening gestures), name-calling, sarcasm, spreading rumours, teasing/taunts, graffiti 

• Physical: for example, pushing, kicking, hitting, punching or any use of violence 

• Sexual: for example, unwanted physical contact or sexually offensive comment(s) 

• Cyber: for example, email & internet chat room misuse, mobile phone threats by text 
messaging & calls, misuse of technology (camera & video footage) 

 

Bullying can also take the form of singling out individuals because they belong to a particular group 
or are different in some way from others (prejudice-based bullying) and may include:  

• Racist and religious based bullying 

• Homophobic/ bi-phobic/ trans-phobic: because of their sexual orientation, or perceived, 
or actual gender identity 

• Disablist: may focus on, or exploits, a particular aspect of the individual’s disability 
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We acknowledge that the competitive nature of sport can result in tensions that may lead to 
bullying, however bullying will not be condoned in any circumstance.  
 

Examples of bullying in sport: 
• A child who intimidates fellow participants inappropriately 

• A coach who adopts a win-at-all costs philosophy 

• A parent who pushes their child too hard 

• An official who places unfair pressure on a person 
 

Procedures to Discourage Bullying 
• Provide an open environment with adequate supervision at all times 

• Ensure all coaches are approachable so children do not fear talking to them  

• Encourage children to speak out and share any concerns with the Camp Leader, the Welfare 
Officer or other responsible adults involved at Excel  

• Take all signs or allegations of possible bullying seriously 
 

Responding to Victims of Bullying 
• We will seek to gain the trust of the child by providing them with reassurance that they have 

done the right thing by bringing the concern to our attention 

• Explain that we will do everything we can to ensure that the issue is resolved an in order to 
do that the Lead Coach, Directors and Welfare Officer may need to be informed 

• The details of the conversation will be correctly documented by the responsible adult who the 
child has confided in, including the date, time and names of those involved   

• The Camp Leader will be provided with full details of the conversation in order to make an 
informed decision on the appropriate next steps 

• In minor cases, the Camp Leader will aim to resolve the issue by talking with all the individuals 
involved and highlighting the Excel codes of conduct and the acceptable ways to behave at 
the camp.  In more serious cases the information will be provided to the Welfare Officer, 
Directors and necessary authorities 

• All actions taken will be documented 

• If necessary Excel will provide support to the victim and his/her family 
 

Addressing the Bully(ies) 
• We will find a suitable time and place to talk to the individual(s) who have been accused of 

bullying.  The situation will be explained to them and we will ask them for an explanation 
about the incident(s).  We will try to make them understand the consequences of their actions 

• We will then seek an apology from the bully (or bullies) to the victim 

• Inform the bully's parents about the incident and actions taken 

• If any items have been taken from the victim then we will insist that these are returned 

• If necessary we will impose reasonable sanctions or disciplinary action 

• We will report and record all actions taken 

• Encourage the bully (or bullies) to change his/her behaviour 
 

Supporting the Bullied 
• We will work with the child and their parents to ensure that the issue is resolved quickly and 

effectively in order to minimise any lasting impact on the individual 

• We will provide any further support needed to ensure that the individual feels safe and happy 
when attending our camps.  This may involve designating a responsible adult that they can 
always go straight to if they have any concerns, or providing a ‘work buddy’ who they trust to 
work with in their group and to accompany them to the toilet 
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• If the issue is not exclusive to Excel then we can work with the parents as well as the child’s 
school or other external clubs to help support the individual 

• We may consider holding a reconciliation meeting if we feel it would be beneficial to help 
address the issues between the bully and the bullied child 

• In extreme circumstances we may advise the parent to contact Kidscape (contact details in 
the information section), a charity that offers support to bullied children as well as day courses 
to help them deal with bullying and its after effects including how to avoid being bullied in 
future 

 
Communication and Social Media 
In the modern world where everyone, of all ages, has access to a mobile phone and the internet it is 
vitally important to address the correct and safe methods of communication at Excel.  The 
development of technology has many benefits, however it does provide a large platform for bullying 
and abuse.   
 

Please acknowledge the acceptable communication channels below and ensure that your 
children are fully aware of them as well:  

• Mobile phones must not be used during the camp by participants or coaches for personal use.  
The only exception is for the Camp Leader, however  the use of the phone must be restricted 
to accessing the club app for participant data and taking the attendance registers, acting as 
the camps emergency contact number or being used in the event of an emergency. 

• Adult members must not communicate with individuals under the age of 18 years by: 
o Text message 
o Through internet chat rooms/networking sites 
o E-mail 

• All communication by the above methods must be through the parent 

• Subject to parental consent, coaches can communicate with young people over the age of 16 
years either by group e-mails/texts or by copying correspondence to either the child’s parent, 
Camp Leader, Company Directors or Welfare Officer, however this communication must be 
limited to work matters 

• In the event of a participant showing a coach a text message, image or email that is considered 
to be inappropriate for a child to have, the coach must inform the Camp Leader and Welfare 
Officer 

• When contacting Excel, either the Head Office or a coach directly, please ensure that you as 
the parent or guardian makes the call or sends the email and not your child.  We fully 
appreciate that you are empowering your child to be responsible, however from a 
safeguarding perspective at Excel we must only communicate with parents or individuals over 
the age of 18 years.  

 

Social Media 
• Coaches or adult members of the Excel Team must not add camp participants on any of their 

social media platforms nor must they accept a friend request from a participant who is under 
the age of 18 years 

• Please ensure you emphasise to your children that they must not try to add a coach on their 
social media platforms 

• Children under the age of 18 years are more than welcome to follow the official Excel Camps 
pages, however they must not communicate with an individual coach through these platforms 

• If you become aware that a coach or adult member of the Excel Team has added your child 
on social media or has started communicating with your child via social media then you must 
notify the Welfare Officer immediately by email:  welfare@excelcamps.co.uk     

mailto:welfare@excelcamps.co.uk
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Spotting and Manual Support* 
Supporting and shaping a participant is an essential part of coaching certain sports (e.g. Gymnastics) 
in that it helps the individual to understand shapes, movement patterns and complex skills, but also 
reduces the risk of injury due to a fall or error in performance.  
 

When Spotting or providing Manual Support: 
• The coach must ensure that support is only used when necessary and “over-handling” is 

avoided 

• The support must follow the official training received, either on a course run by the official 
governing body (e.g. British Gymnastics) or by way of the Excel Training Scheme.  It is the 
responsibility of the coach to keep up to date with the best practice guidelines for supporting 
elements and only teach within their level of qualification.   

• The support must not inhibit the participants performance 

• Physical contact must not be invasive of sensitive areas of the body. 
 
Due to the nature of certain sport, non-intentional physical contact can arise accidentally out of error 
on the performer or coach’s part.  Such incidents should not occur frequently and can arise in 
situations where a coach has to quickly catch a child if a skill goes wrong in order to prevent them 
falling and causing injury.  Such situations should not be ignored and need to be acknowledged 
through an apology to the participant, and reported to the Welfare Officer or Camp Leader as well as 
the parents. A written report should be made of any significant incident.  Participants or 
parents/guardians who have any concerns should raise them with the Camp Leader and/or Welfare 
Officer. 
 
*Spotting and Manual Support guidance mainly relates to our Sport Specific Camps and not the Multi 
Sport Camps, however there may be certain activities on the Multi Sport Camps where this is relevant. 
  
In any circumstance where abuse is suspected you must follow the complaints and grievance 
procedure. 

 
Flexibility/Stretching Exercises** 
Flexibility is an essential part of certain sports, such as gymnastics, to increase the range of movement 
required to perform gymnastics elements and to prevent injury.  In order to increase flexibility, 
participants are required to stretch on a regular basis.  Stretching will cause discomfort as a certain 
level of force needs to be applied for a prolonged period of time in order to increase flexibility.   Some 
stretches will require the coach to assist the participant and in these circumstances the coach must: 

• Use slow, progressive and prolonged stretching exercises, within the “discomfort zone”, 
rather than what might be considered to be excessive force 

• Avoid exercises that place the coaches and participants body in “close proximity” and might 
be seen as unnecessary by the less-informed parent or observer 

• Be sensitive to how the exercise might be perceived by the parents and children 

• Consider holding a parents forum to explain the flexibility training techniques, so that the 
parent is more aware and therefore less likely to misinterpret the techniques being used 

• Use partner exercises with more experienced participants where possible. 
 
**Flexibility/Stretching Exercises mainly relates to our Sport Specific Camps and not the Multi Sport 
Camps. We would only use stretching techniques to increase flexibility on our Sport Specific Camps and 
only if appropriate for the sport, however we may incorporate a warm up stretch on the Multi Sport 
Camps to warm the participants muscles, reducing the risk of injury. A warm up stretch will not involve 
a child stretching in the “discomfort zone”. 
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Photography and Use of Imagery 
Occasionally we do take individual and group publicity photos and videos at the Excel Camps.  These 
images are solely for use in Excel’s publicity and advertising such as on flyer’s as well as the Excel 
website and official social media pages.  Your consent is requested at the time of registration, however 
if your preference changes before your child attends their camp, you must notify us by email: 
office@excelcamps.co.uk.  
 

When taking and using photographs or videos we will adhere to the following guidelines: 
• A minimum of two Excel officials (with valid DBS) must be present at all times when filming or 

taking photos 

• A photograph, video clip or other image of a child will not be published whether in print or 
electronically (e.g. on a website) without consent from the parent or guardian 

• No personal information, other than their first name and camp venue, will accompany 
published images (particular provisions apply in connection to photography at public events 
such as competitions and displays) 

• While some editing of images is acceptable, images taken of children will not be modified, 
merged or manipulated in a way which might cause embarrassment or distress to the 
individual or cause the final image to be inappropriate 

• Ensure the dress of the participant and their position in the image/video is not deemed 
inappropriate 

• Ensure secure storage of video and photographic materials to avoid misuse 
 
If you have any concerns relating to images or videos that have been taken or published by Excel then 
you must raise these concerns with the Camp Leader and/or Welfare Officer immediately. 

 
Transporting Children 
In order to safeguard the participants and coaches, coaches are not permitted to take children in their 
car. 
Please be aware of the following: 

• A coach has a responsibility to coach your child and not to provide transport for them 

• It is the responsibility of the parent/guardian to make the necessary transport arrangements 
for their child to attend the camp 

• If you need help with transport speak to other parents and try to share lifts 

 
Late Collection of Children 
In the event that you are delayed for any reason and will not be at the camp venue to collect your 
child at the end of the day you must: 

• Contact the Camp Leader or Head Office at the earliest possible opportunity 

• Provide clear instruction on what you wish for Excel to do, e.g. to keep your child in the waiting 
area until you arrive or to provide consent for another parent to transport your child home 

 

The Camp Leader must: 
• Have access to a list of parent/guardian contact details and emergency numbers 

• Never leave a child or young person alone unless she/he is over 16 and then only with parent’s 
permission 

• Carry out appropriate assessments of situations as they arise, acknowledging that some young 
people aged 16 and over can go home alone if their parent is delayed and has provided 
consent. 

 

mailto:office@excelcamps.co.uk
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A Coach must never: 
• Take a child home or to another venue 

• Ask a child to wait in a vehicle or the venue with them alone 

• Send a child home with another person without permission 
 

If a parent is considered to be unduly late, the Camp Leader will: 
1. Attempt to contact the child’s parent using the contact details stored on the system 
2. Attempt to contact the child’s emergency contact (If different from the parent) 
3. If there is no reply from the emergency contact the child will be asked if there is another 

family member who may be contacted 
4. Wait with the child/children at the venue with at least one other official/coach/teacher/ 

volunteer or parent 
5. Respond to any instructions received from the parent 
6. If no-one can be reached after a reasonable amount of time (usually 30 minutes), contact 

the local police or Children’s Social Care Services to enquire about the best course of 
action 

 
Persistent Failure to Collect a Child on Time 
If you persistently fail to collect your child on time and do not make any effort to contact Excel or 
provide a reasonable explanation for the delays, the Welfare Officer may be informed and a meeting 
with yourself, the Welfare Officer and another Club Official will be arranged to discuss the matter.  
Following a meeting, if there is no change then the Club Welfare Officer will contact the children’s 
team at the local Children’s Social Care Services to seek further advice. 

2. HEALTH, SAFETY AND WELFARE POLICY 

Excel Camps recognises that the health and safety of each participant/staff member/volunteer and 
visitor is paramount.  There are clearly inherent risks while participating in sport due to the complex 
nature of certain sports, however every effort will be made to control and minimise potential risks by 
adherence to best practice. 
 

Excel Camps will create a safe training environment by: 
• Risk assessing the facility and all equipment to ensure that it is suitable and safe for use by 

participants.  Coaches and participants are encouraged to notify the Camp Leader 
immediately if they notice any damage or situation that could pose a safety risk    

• Ensuring that coaches have the competence and experience for the role they are performing 

• Ensuring that coaches work within the boundaries of their qualification 

• Ensuring that all coaches carry out their duties with reasonable skill and care and in a 
reasonable, prudent and professional manner in accordance with the Excel Codes of Conduct 

• Ensuring that all participants are suitably prepared physically and mentally for their level of 
participation 

• Ensuring best coaching practices are displayed at all times. 
 
Excel Camps and all the coaches and volunteers associated with the organisation have a duty of care 
to protect the participants from harm. 
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We will ensure that the following principles are implemented and continually upheld: 
• A safe training environment is provided at all times 

• Clear and adequate instructions are given prior to commencing an activity 

• Coaching methods and procedures are continually assessed for the safety of both performer 
and coach 

• Only competent and suitably qualified coaches supervise or coach an activity 

• The participants clothing must be suitable, allowing full movement but not baggy 

• The medical status of each participant should be known before commencing a camp.  If a 
coach knows of any health reason, medical condition or injury which might affect a child's 
ability to participate in the scheduled sporting activity(ies), or which might adversely affect 
their health if they were to take part, appropriate medical advice should be obtained before 
the child participates.  If a medical professional advises that the participant should not take 
part, then they must not attend a camp until such time as a medical professional has given 
them the all clear 

• Medical advice should be sought in the event of an injury and only persons who are qualified 
should administer first aid 

• An accurate record of injuries and actions should be maintained and kept up to date 

• Medical approval should be sought following a debilitating injury before permitting a 
participant to attend another camp 

• Coaches must be immediately accessible and never leave the premises while a camp is in 
progress 

• Always ensure that a minimum of two responsible adults are present throughout every camp.  
One of the adults must be an appropriately qualified coach. 

3. PRIVACY POLICY 

This Policy is for Participants, Parents/Guardians and Volunteers 

Excel Camps Ltd is the data controller and is committed to complying with our legal responsibilities 
under data protection law. We take your privacy seriously and will ensure your personal information 
is kept secure.  
 
When we collect, use, share, retain or do anything else with your personal information (known 
collectively as ‘processing’) we are regulated under the General Data Protection Regulation (GDPR) 
and are responsible as ‘controller’ of your information.  
 
This notice applies to you if you are:  

• An existing or prospective participant of an Excel camp  
• A person with parental responsibility for a participant  
• An existing or prospective Excel Team volunteer or official   
• A previous participant with a legitimate interest in the future services provided by Excel  

 
We have a separate notice which provides privacy information relating to employees.  
 
It is important that you read this carefully as it contains key information about how we use your 
personal data and your associated rights.  
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Information we collect about you  

The categories of personal information we process includes:  
• Contact details* (Participant,  parent/guardian and emergency contacts)  
• Date of birth* (Participant DOB is required by Excel, however the DOB of the account 

holder, usually the parent/guardian, is a requirement by the software management 
company Active. For information on why this is required you can contact Active via their 
website at www.activenetwork.com)     

• Gymnast gender*  
• Any relevant medical conditions and/or disabilities and additional support related 

information*  
• Any individual risk assessments (participants and others if applicable)  
• Details of any reasonable adjustments or steps taken to support your individual needs  
• Participants attendance and achievement records  
• Any communications from, to or relating to you  
• Details relating to standards of conduct  
• Any accident or incident reports including details of injuries*  
• IP address, browser identifier and the time of access (if you use our website)  
• Credit Card/Debit Card details (These details are encrypted and held securely)*  
• Experience, qualifications, training and confirmation that you have completed a criminal 

record check (prospective or existing volunteers).  
 
The information marked with an * above is essential for your child to be able to attend a holiday camp 
with Excel. It is your choice whether you provide all the information we have requested, however 
failure to provide the required information may affect our ability to meet you or your child’s needs 
and to protect their wellbeing.  

Our purposes for processing information about you  
We use the information we hold about you for a variety of purposes which are outlined below. Data 
protection law requires us to tell you what our legal reason is for each purpose.  
 

Contractual purposes  
When you ask us to provide you a service, such as a holiday camp, or you purchase a product from us, 
we usually need to use information about you to provide this product or service, for example:  

• To contact you to confirm arrangements 
• To notify you about changes to terms and conditions 
• To process payments or send you receipts required 
• To provide you with the benefits and services to which you have subscribed 

 
We do so because it is necessary for the performance of a contract.  
 

Legal obligations  
We have a duty of care to ensure it is safe for your child to take part in our holiday camps and to keep 
them safe while participating. Some individuals may be at risk of harm from participating in sporting 
activities as a result of a pre-existing condition. It is vital that you let us know if there is any reason 
why taking part in certain sports may be unsafe prior to participation. With your agreement, we will 
review any information you provide and undertake risk assessments in consultation with yourself and 
any appropriate trained professionals e.g. medical consultants. When we ask participants to provide 
relevant health information such as details of medical conditions, medication needs, allergies or 
injuries, this is because we have a legal obligation.  
 
If you are selected for a role at Excel, we will usually obtain a reference from any appropriate 
organisation or individual you have nominated.  

http://www.activenetwork.com/
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When you tell us about any special needs such as disabilities or other support information we may use 
relevant information to comply with our legal obligations under the Equality Act 2010. We will review 
any information you have provided to help us identify any actions we can take to support inclusion. 
We may need to ask you for more information to help us to best meet your child’s needs. We will keep 
a record of any steps we take to support inclusion.  
 
If you are wishing to volunteer or work for us, depending on your role, we may need to ask you to 
complete a criminal record check (DBS) as we have a legal obligation to do so.  
 
When we retain information about you, even after your child has participated in the camp, this is often 
because we are required to do so by law such as records we are required to keep for business and 
accounting purposes. Sometimes we are also legally obliged to share information about you with third 
parties. More information it provided below.  
 

Legitimate interests  
We rely on legitimate interests for the following purposes:  

• Responding to communications, concerns or complaints and seeking feedback from you 
about our services  
We will use the information you provide to respond to any comments or questions you 
raise and where appropriate to undertake investigations into any complaints or concerns. 
On occasion, we may contact you to seek your views on the services we provide.  

• Holding emergency contact information  
When you register for a camp we collect contact details. We also ask you to provide an 
emergency contact which we will only use in exceptional circumstances if we are unable 
to contact your primary contact e.g. a parent/guardian.  

• Maintaining attendance registers and achievement records  
For health and safety purposes and company records, we need to maintain a register of 
those in attendance at our holiday camps. On some of our Sport Specific Camps we may 
hold progress records, which enables us to provide an effective and progressive training 
program for each individual child.  

• Collecting additional information to support a participant attending an off-site activity 
Occasionally we may organise off-site activities to form part of the holiday camp day. If 
this was the case you would be made aware of this at the point of booking. In the event 
of off-site activities, we will need to collect additional information, that may vary 
dependent on the specific activities and whether they involve meals and travel. 

• To monitor that you have completed any required safeguarding training and criminal 
record checks  
If you undertake a role where a criminal record check (DBS) and safeguarding training are 
required, we will receive confirmation from the provider if your check is approved and 
that you have completed the required safeguarding training 

• Filming for coaching purposes  
On occasion, we may film participants e.g. during a camp for coaching purposes to help 
provide feedback to the participant. Videos taken at training sessions for individual 
coaching purposes will not be used for any other purpose without prior consent. Such 
videos would only be taken on Sport Specific Camps to help participants view their 
technique and understand where corrections need to be made  

• Photography and filming during camps to promote Excel  
We may take photos or videos on occasions to help promote Excel on our website, official 
social media pages and in communications. Any images of children will be published in 
line with our safeguarding policy 
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• Running and monitoring our club website and social media  
We do not use any tracking or analytics on our website. Your IP address will be logged by 
our webserver but we would not be able to identify you from this information alone.  

 
We have carried out a legitimate interest assessment (LIA) to ensure that the above processing is 
necessary and is carried out in a way that ensures a balance between the organisation’s interests and 
your individual interests, rights and freedoms with appropriate safeguards, especially to protect the 
interest of data subjects who are children. We can provide details of these assessments on request.  
 
You have a right to object to the use of your information for any purposes we undertake based on 
legitimate interests. Further information is provided in the section below on individual rights.  
 

Consent  
We rely on consent in the following circumstances:  

• To use your email or telephone numbers for marketing purposes  
• To take photographs and videos for publication 

 
When you have given us your consent for your personal information to be used for a particular 
purpose, you have the right to withdraw this consent at any time, which you may do by contacting us 
using the contact details below. Your withdrawal of consent will not affect any use of the data that 
was made before you withdrew your consent.  
 

Special categories of personal data  
Special categories of personal data are a category of information that is more sensitive and requires 
greater protection. Some of the information we process falls into this category (e.g. health/medical 
data or any information you provide to us about a disability or your religion, race or gender identity). 
It is unlawful for organisations to process this type of information unless an additional legal condition 
applies. We will only process this type of information if one of the following applies:  

• You have given your explicit consent or have made this information public 
• We are required to do so to establish, exercise or defend a legal claim 
• We are required to do so to comply with employment or social security or social 

protection law  
• There is a substantial public interest in doing so; or  
• It is in your vital interests and you are unable to provide consent e.g. if you are 

unconscious or do not have sufficient mental capacity  
 

Marketing  
With your consent, we will send you our newsletter and other information about our activities, 
services and products that we think might be of interest to you based on your age, interests and 
experience. You will receive this information by email. You can change your mind at any time, 
therefore if you no longer wish to receive information and deals relating to our products and service, 
simply click on the unsubscribe button on one of the emails, alternatively you can notify us by email: 
office@excelcamps.co.uk and request that you wish to be removed from the mailing list.  
 

Why we share information about you  

We may be required to share your personal information in the following reasons:  
• Complying with legal and/or regulatory responsibilities We may be required to share 

information with bodies such as Her Majesty’s Revenue & Customs (HMRC), Health & 
Safety Executive (HSE), Police and Information Commissioner’s Office (ICO). We may also 
share information with other organisations to safeguard children. Any information that is 
shared will be strictly limited to what is required to ensure children are protected from 

mailto:office@excelcamps.co.uk
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harm and will be carried out in accordance with the law and relevant government 
guidance 

• Insurance  
• Obtaining legal or professional advice  
• Obtaining a service from a third party  

All service providers are contractually required to ensure your information is secure and 
cannot use this information for their own purposes. Where we are required to share 
information with them to provide the service, we only disclose information that is strictly 
necessary to deliver the service.  

 
Except for the above, will only share your information with any other third parties with your prior 
agreement.  
 

Transfers of data out of the EEA  

We may transfer your personal information to countries which are located outside the European 
Economic Area (EEA) for the follow purposes:  

• To the United States in order to provide secure online storage. This service is provided by 
the Microsoft One Drive Cloud who are certified as adhering to the EUUS Privacy Shield. 
To view the Microsoft Privacy Statement Click Here  

• To the United States in order to provide an e-marketing service. This service is provided 
by Mailchimp who are certified as adhering to the EU-US Privacy Shield. To view the 
Mailchimp Privacy Policy Click Here  

 
We will not transfer your information to any other country or organisation outside the EEA unless 
there is a European Commission adequacy decision for the specific country to which the data is 
transferred or where we can be certain that there are adequate safeguards provided for your 
information and individual rights standards that meet the GDPR requirements.  
 
Please contact us using the contact details in this notice if you would like further information about 
why transfers to the above countries are permitted under GDPR.  
 

Individual rights  

You have important rights under data protection law. In summary these include:  
• To be informed about how your information is processed (set out above)  
• To access any personal data held about you  

You have the right to access the personal information we hold about you. You can also 
request a copy of any information we hold by writing to us using the contact details below. 

• To have your data rectified if it is inaccurate  
If you think that any of the information we hold is inaccurate, you can ask that corrections 
are made. We will either make the requested amendments or provide an explanation as 
to why we are not making changes  

• To have your data deleted (except if there is a valid lawful reason to retain it)  
After you have attended a holiday camp with Excel, if you do not attend another camp 
within a 3 year period, we will delete any information you provided except for any 
financial/accounting records which need to be retained for six years in line with UK tax 
law. Additional information that has been provided solely for the purpose of participating 
in a specific activity will be deleted after the event  

 
Video footage that has only been taken for coaching purposes will be retained only for as 
long as it is required for that purpose and in most cases, will be deleted within one month.  

 

https://privacy.microsoft.com/en-gb/privacystatement
https://mailchimp.com/legal/privacy/
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Photographs and other video footage captured for promotional purposes will be retained 
for up to 4 years old. After this time, they will be deleted unless we consider them to be 
of public interest and should consequently be archived for historical purposes. Where 
images have been published on social media, these platform providers may continue to 
process your data after the retention period has lapsed.  

 
You have a right to request the deletion of your information in advance of the above 
retention periods. We will delete this information unless there is a lawful reason for the 
information to be retained  

• To have your information restricted or blocked from processing  
If you object to processing, we will restrict the processing of your information for the 
purpose to which you are objecting whilst we review your objection 

• To object to:  
- Any processing based on legitimate interests  

The right to object is specific to the data subject’s particular situation. We will 
stop processing your personal data unless we can demonstrate compelling 
legitimate grounds for the processing, which override your individual interests, 
rights and freedoms or we need to continue to process your information in 
connection with a legal claim. All objections must be made in writing by way of an 
email to office@excelcamps.co.uk  

- Your personal information being used for direct marketing activities  
You can object to our direct marketing activities by unsubscribing from the 
relevant communication as described above in the marketing section of this 
notice.  

 
Click here to learn more about your rights.  

 
To exercise any of your rights or if you have any questions about our privacy notice please contact 
Head Office.  
 
Head Office Email:   office@excelcamps.co.uk  
Head Office Phone:  01428 748615  
 
While we hope to be able to resolve any concerns you have about the way that we are processing 
your personal data, you have the right to lodge a complaint with the Information Commissioners Office 
(ICO) if you believe your data has been processed in a way that does not comply with the GDPR or 
have any wider concerns about our compliance with data protection law. You can do so by calling the 
ICO helpline on 0303 123 1113 or via their website.  
 

Keeping your personal information secure  

We have appropriate security measures in place to prevent personal information from being 
accidentally lost, or used or accessed in an unauthorised way. We limit access to your personal 
information to those who have a genuine reason to need to know it. Those processing your 
information will do so only in an authorised manner and are subject to a duty of confidentiality.  
 
We also have procedures in place to deal with any suspected data security breach. We will inform you 
and the ICO of any personal data breaches in line with our legal obligations.  
 

Changes to the privacy policy  

We keep our privacy policy under regular review. We may change this privacy notice from time to time 
and when we do you will be informed via email. 

mailto:office@excelcamps.co.uk
https://ico.org.uk/
mailto:office@excelcamps.co.uk
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4. EQUALITY POLICY 

Excel Camps aim to ensure that anyone participating, or wishing to participate in our holiday camps, 
is able to do so in a discrimination-free environment. 
 
This policy will be applied through all areas of the organisation, from participants to coaches, 
volunteers and employees. 
 

Excel Camps recognises and aims to uphold the following fundamental principles: 
 

• All persons must respect the rights, dignity and worth of every human being and their right 
to self-determination. 

• All staff, participants, volunteers and job applicants are entitled to be treated fairly regardless 
of gender, gender reassignment, sexual orientation, age, parental or marital status, disability, 
religion, colour, race, ethnic or national origins, or socio/economic background. 

• Equality must permeate throughout strategic and development plans. 

• All participants should be afforded equal opportunity to access services. 

• It is everyone’s responsibility to ensure that no form of discrimination is tolerated at Excel. 

• Any individual who believes they have received unfavourable treatment within the scope of 
the policy should follow the steps outlined in the Complaints and Grievance Procedure. 

• No individual (and/or their family) who raises a concern in good faith, or those who support 
another person to raise a concern should be treated unfairly as a result of raising the concern. 

5. PURCHASING POLICY 

Our aim is to make the registration and purchasing process, for Excel products and services, as easy 
and efficient as possible to minimise the burden of administration.  

Payment Methods  
Payments for holiday camp bookings and Excel merchandise will be made by way of a card payment 
online using a Credit Card or Debit Card (Visa or Mastercard).  
 
The secure online system that we use to process payments is Active Network  
 
We do not accept cash or cheque payment for any services or products.  

 
Payment Confirmation  
For all purchases made you will receive confirmation of purchase along with a payment receipt. 
 
 
 
 
 
 
 

https://www.activenetwork.com/
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6. REFUND AND RETURN POLICY 

Camp Bookings 
All payments for attendance on Excel holiday camps are made under the agreed Excel Camps Ltd 
Terms and Conditions.  All payments are non-refundable, therefore it is your responsibility to ensure 
that your child is suitable and available for the chosen camp(s) before you confirm the booking and 
make payment.  
 
Refunds will only be issued in the following circumstances: 

- If Head Office receive written notification of your wish to cancel a booking* 28 days or more 
prior to the date of the first camp day on your booking, we will provide a refund of the total 
paid, minus a £10 administration fee. Written notification must be made by way of an email 
to office@excelcamps.co.uk.  

*If you are requesting to cancel part of a booking that qualified you for a discounted rate (e.g. 
a full week booking), we will recalculate your booking at the full daily rate before calculating 
any refund that may be due.  Please be aware that cancelling 1 day may result in additional 
charge if your initial booking benefitted from the early bird discount and the multi day discount 

- If we are forced to cancel a camp date due to circumstances out of our control and we are 
unable to find you a suitable alternative, we will provide you with a full refund for the 
cancelled date(s). 

 

Excel Merchandise 
All payments made for Excel Camps merchandise are non-refundable.  
If the item you purchased is faulty then you may return the item within thirty (30) days of purchase 
and we will replace the item for you. 
  
If the item of clothing you purchased is the wrong size then you may return the item within thirty (30) 
days of purchase and we will replace the item for you as long as it is in its original state. 
   
Please note that we WILL NOT be able to replace the following items unless they are being returned 
due to a manufacturing fault: 

- Items that have been worn 
- Items that have been washed  
- Items that have had the tags removed 
- Items that have been damaged since they have been purchased 

 
Items will only be replaced if they are in the original state that you received them in so that they are 
suitable to be resold.  
 
In the event that the product you are returning has been discontinued since your purchase then you 
will be issued with a credit note for another item. 
 
If you wish to return or replace a product you must notify us by email: office@excelcamps.co.uk   
In your email you must clearly state what item you wish to return/replace, what date you purchased 
the item and the reasons you wish to return/replace.  You will then be provided with further 
instructions of how to exchange and where to send the item. You will be responsible for paying any 
postal charges to return an item. 
 

mailto:office@excelcamps.co.uk
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7. COMPLAINTS AND GRIEVANCE PROCEDURE 

Excel Camps is committed to providing a safe and enjoyable learning experience for all children who 
participate in our holiday camps.  Coaches and staff will endeavour to provide a high quality service 
to all participants and their parents/guardians through implementing best practice at all times to 
ensure the health, safety and welfare of all individuals associated with the organisation.  Despite the 
best efforts, there will inevitably be occasions when a concern needs to be addressed and resolved.  
 

 In most circumstances it is possible to resolve a problem as soon as it occurs.  We promote open 
communication and are happy to discuss any concerns in confidence at a mutually suitable time (for 
minor concerns you may talk to the Camp Leader before or after your child's camp).  If the problem 
cannot be resolved through an informal discussion then the following procedure must be followed.  
 

All Complaints must be submitted in writing clearly stating the following: 

• Date and Time of recorded incident(s) 

• Name of individual making the complaint 

• Details of the complaint 
 

Your complaint will follow the stages of the procedure outlined below stopping when a resolution 
is reached: 
 

 
General Complaints Welfare Complaints 

Welfare Complaints 
(Where a child is believed to be 

in immediate danger) 

STAGE 1 Camp Leader Excel Welfare Officer Police 

STAGE 2 Company Directors Children’s Social Services  

STAGE 3  Police  

 
 
 

Important Contacts: 
 

 Contact Name Contact Email Contact Number 

Head Office:  office@excelcamps.co.uk 01428 748615 

Company Directors: 
Paul Reeve 
Ben Brown 

paul@excelgym.co.uk 
ben@excelgym.co.uk 

07970 826126 
07885 611718 

Excel Welfare Officer(s): Ben Brown welfare@excelcamps.co.uk 07885 611718 
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Policy Review 
These Policies and Procedures will be regularly reviewed: 

• In accordance with changes in legislation and guidance on the protection of children or 
following any changes within Excel. 

• Following any issues or concerns raised about the protection of children at Excel. 

• In all other circumstances the policy will be reviewed annually. 

 
 
Definitions 
You, Your, Yourself  -    The parent/guardian of a child attending an Excel Camp 

Participant, Child, children - The person or persons who are attending an Excel Camp 

We, Us, Organisation, Excel -  Excel Camps Ltd 

Multi Sport Camps -  Participation in various different sports throughout the day 

Sport Specific Camps -     Participation in one specific sport for the duration of the camp 

Camp Leader - Each day there will be a designated person in charge who will be the 
main point of contact for parents, staff and participants 

Venue - Excel Camps run holiday camps from a number of different venues 

Head Office -  Excel Camps Ltd, Longdene House, Hedgehog Lane, Haslemere, 
Surrey, GU27 2PH 

 


