
 
Approval and review: Holiday Course Policy 
This policy is the responsibility of Paul Davis (Director – 
Advanced Coaching & Education Ltd) 
This policy was approved by Paul Davis - August 2024 
This policy is due for review by August 2025 

Holiday Course Policy Document 

Introduction 

Advanced Coaching & Education is pleased to offer engaging and affordable holiday 
courses for children aged 4-12 years. Our goal is to provide fun, active, and 
enjoyable childcare options during school holidays. We understand the challenges 
parents face in securing safe, affordable, and entertaining childcare, and our 
programs are designed to meet these needs by partnering with local primary 
schools. 

Program Overview 

Our holiday courses offer a variety of games and sports tailored to ensure that all 
activities are age-appropriate and conducted safely. By dividing children into age 
groups, we create a conducive environment for learning, growth, and fun. Our 
coaches are specially trained to foster a safe and enjoyable atmosphere, allowing 
your child to thrive during their time with us. 

Pricing 

Our holiday courses are designed to be cost-effective while maintaining high 
standards of safety and fun. Prices are structured to provide value for money while 
ensuring that all children have access to quality childcare during school holidays. 

Safety and Supervision 



 
●​ Age-Appropriate Activities: All games and sports are designed to match the 

developmental stages of the children participating. 
●​ Trained Coaches: Our coaching staff is equipped with the skills and 

knowledge to maintain a safe environment. 
●​ Age Groups: Children are grouped by age to ensure the activities are 

suitable and enjoyable for everyone. 

Additional Support 

For children who require 1-2-1 support, we offer tailored options that may involve 
additional staffing. This ensures that each child's needs are met to the highest 
standard possible. 

●​ Case-by-Case Review: Any additional staffing requirements will be assessed 
individually to determine the necessary support. 

●​ Potential Price Increase: There may be an increase in fees to accommodate 
the additional staffing needed for individual support. 

Safeguarding 

At Advanced Coaching & Education, the safety and well-being of children are of 
paramount importance. We adhere to stringent safeguarding policies to ensure a 
secure environment for all participants in our holiday courses. 

●​ DBS Checks: All senior coaching staff members are required to hold a 
Disclosure and Barring Service (DBS) check, in accordance with government 
policy and the guidelines of “Keeping Children Safe.” This ensures that our 
staff is thoroughly vetted and qualified to work with children. 

●​ Designated Safeguarding Lead (DSL): A dedicated Designated 
Safeguarding Lead will be present onsite at all times. The DSL is responsible 
for handling any safeguarding concerns and is trained to respond promptly 
and effectively to any issues that may arise. 

●​ Safeguarding Policies: Our safeguarding policies are regularly reviewed and 
updated to reflect best practices and comply with legal requirements. We 



 
ensure that all staff members are familiar with these policies and are trained 
to implement them effectively. 

●​ Training and Awareness: Continuous training is provided to all staff to 
enhance their understanding of safeguarding issues and to equip them with 
the skills needed to identify and respond to potential risks. This includes 
regular workshops and refresher courses to keep everyone informed of the 
latest developments and strategies in child protection. 

Our commitment to safeguarding ensures that every child enjoys a safe, supportive, 
and nurturing environment during their time with us. We invite parents and guardians 
to discuss any concerns with our team, as transparency and communication are key 
to maintaining the highest standards of child safety. 

Behaviour 

At Advanced Coaching & Education, we are committed to creating a positive and 
respectful environment for all children participating in our holiday courses. We 
believe that fostering good behaviour is essential for a safe and enjoyable 
experience for everyone involved. 

Behaviour Management 

●​ Positive Reinforcement: We employ strategies that encourage positive 
behaviour through praise and rewards. Our coaches acknowledge and 
commend children for displaying good behaviour, thereby reinforcing a 
positive atmosphere. 

●​ Clear Expectations: At the start of each course, children are informed of the 
behavioural expectations and the importance of respecting others and the 
environment. This clarity helps children understand how to conduct 
themselves appropriately. 

●​ Consistent Consequences: In the event of inappropriate behaviour, 
consistent and fair consequences are implemented. This helps children 
understand the impact of their actions and encourages them to make better 
choices in the future. 



 

Conflict Resolution 

●​ Problem-Solving Approach: Our coaches are trained to guide children 
through conflicts by encouraging them to express their feelings and find 
mutually agreeable solutions. This approach enhances their social skills and 
promotes a harmonious environment. 

●​ Peer Mediation: When suitable, peer mediation techniques are used to 
empower children to resolve disputes with minimal adult intervention, fostering 
independence and empathy among participants. 

Support for Behavioural Needs 

●​ Individual Attention: For children who require additional behavioural 
support, our staff provides personalised attention and strategies tailored to 
their unique needs. This ensures that all children can participate meaningfully 
and enjoy their time with us. 

●​ Collaboration with Parents: We believe in open communication with parents 
regarding their child’s behaviour. If there are any concerns, we work 
collaboratively with families to develop effective strategies that support the 
child’s development and well-being. 

By maintaining a focus on positive behaviour and proactive conflict resolution, we 
aim to create an inclusive and enjoyable atmosphere for all children. Our goal is to 
ensure that every participant feels valued and respected, making their holiday course 
experience both memorable and enriching. 

Data Protection - GDPR 

At Advanced Coaching & Education, we are committed to protecting the privacy and 
personal information of all our participants, their families, and our staff. We adhere to 
the General Data Protection Regulation (GDPR) to ensure that all personal data is 
handled responsibly and securely. 

Collection and Use of Personal Data 



 
●​ Purpose of Data Collection: We collect personal data to facilitate 

registration, communication, and the effective operation of our holiday 
courses. This includes details such as names, contact information, medical 
needs, and any special requirements. 

●​ Consent: We obtain explicit consent from parents or guardians before 
collecting or processing any personal data. This consent can be withdrawn at 
any time by contacting our administration team. 

●​ Data Minimisation: We only collect data that is necessary for the delivery of 
our services. This ensures that we respect the privacy of all individuals 
involved. 

Data Storage and Security 

●​ Secure Storage: Personal data is stored securely using both digital and 
physical safeguards to prevent unauthorised access, disclosure, or loss. 

●​ Access Control: Access to personal data is restricted to authorised 
personnel only, ensuring that sensitive information is protected at all times. 

●​ Data Encryption: We use encryption technologies to protect data during 
transmission and storage, adding an additional layer of security to our 
systems. 

Rights of Individuals 

●​ Right to Access: Parents and guardians have the right to request access to 
their personal data at any time. We provide a clear process for submitting 
such requests and aim to respond promptly. 

●​ Right to Rectification: If any personal data is inaccurate or incomplete, 
individuals have the right to request correction or completion of their 
information. 

●​ Right to Erasure: Under certain circumstances, individuals can request the 
deletion of their personal data from our records. This right is subject to legal 
and contractual obligations. 

Data Retention and Disposal 



 
●​ Retention Period: Personal data is retained only for as long as necessary to 

fulfill the purposes for which it was collected. Once the retention period 
expires, data is securely disposed of or anonymised. 

●​ Safe Disposal: We ensure that all personal data is disposed of securely, 
using methods that prevent unauthorised access or reconstruction. 

Our commitment to data protection is an integral part of our operations, ensuring that 
all personal information is handled with the utmost care and respect. We welcome 
any questions or concerns regarding our GDPR compliance and are dedicated to 
maintaining transparency and trust with all our stakeholders. 

Health and Safety - Risk Management 

At Advanced Coaching & Education, we prioritise the health and safety of all 
participants in our holiday courses. Effective risk management is central to our 
operations, ensuring a secure and enjoyable environment for children, staff, and 
visitors. Our comprehensive health and safety policies are designed to identify, 
assess, and mitigate potential risks. 

Risk Assessment 

●​ Comprehensive Evaluation: Before the start of each holiday course, a 
thorough risk assessment is conducted at all venues. This evaluation 
identifies any potential hazards and implements measures to mitigate them. 

●​ Regular Monitoring: Risk assessments are not static; they are reviewed 
regularly throughout the course duration to ensure any new risks are promptly 
addressed. 

●​ Documentation: Detailed records of all risk assessments are maintained, 
including identified risks, control measures, and actions taken. 

Emergency Procedures 



 
●​ Emergency Plan: Each venue has a tailored emergency plan in place, 

detailing procedures for various scenarios such as fire, medical emergencies, 
or severe weather conditions. 

●​ Evacuation Drills: Regular evacuation drills are conducted to ensure that 
children and staff are familiar with emergency procedures and can respond 
swiftly and safely. 

●​ First Aid: All venues are equipped with first aid kits, and a sufficient number 
of staff members are trained in first aid to handle any minor injuries or health 
issues. 

Staff Training 

●​ Health and Safety Training: Our staff receives comprehensive health and 
safety training to equip them with the knowledge and skills needed to maintain 
a safe environment. This includes hazard identification, emergency response, 
and the use of safety equipment. 

●​ Ongoing Education: Continuous professional development ensures that staff 
stay updated on the latest health and safety practices and regulations. 

Facility Safety 

●​ Equipment Inspection: All sports and recreational equipment is regularly 
inspected and maintained to ensure it is safe for use. Any defective 
equipment is promptly repaired or replaced. 

●​ Venue Safety: The venues used for our holiday courses are routinely 
checked for safety compliance, including secure entry and exit points, 
adequate lighting, and safe surfaces for play and activities. 

Communication and Reporting 

●​ Incident Reporting: A clear incident reporting procedure is in place, enabling 
staff and participants to report any accidents or near misses immediately. This 
allows for prompt investigation and preventative measures. 



 
●​ Parental Communication: In the event of an incident, parents or guardians 

are informed promptly, ensuring transparency and reassurance. 

Our commitment to health and safety ensures that every child can participate in our 
holiday courses with confidence. By proactively managing risks, we create a secure, 
supportive, and enjoyable environment where children can thrive. We encourage 
parents to discuss any health and safety concerns with our team to maintain open 
communication and trust. 

Lockdown Procedures 

At Advanced Coaching & Education, we prioritise the safety and security of all 
children, staff, and visitors within our holiday courses. In response to potential 
threats or emergencies, we have established comprehensive lockdown procedures 
to ensure everyone's protection. 

Lockdown Scenarios 

Lockdown procedures may be activated in various scenarios, including but not 
limited to: 

1.​ External Threats: Situations involving threats outside the venue, such as 
nearby criminal activity or suspicious individuals. 

2.​ Internal Threats: Any incidents occurring within the venue that pose a danger 
to children or staff. 

3.​ Severe Weather: Extreme weather conditions that require sheltering in place 
for safety. 

Lockdown Procedures 

●​ Immediate Action: Upon notification of a potential threat, designated staff 
members will initiate lockdown procedures promptly. 

●​ Secure Locations: Staff will guide all children to pre-determined secure 
locations within the venue, away from windows and doors. 



 
●​ Locking Doors: All doors and windows will be locked, and blinds or curtains 

drawn to prevent visibility from outside. 
●​ Communication: Staff will maintain communication with local authorities to 

receive updates and instructions. Parents will be informed of the situation as 
soon as it is safe to do so. 

●​ Remain Calm: Staff are trained to remain calm and provide reassurance to 
children, ensuring a composed and orderly environment. 

●​ Silent Mode: Mobile phones and other electronic devices will be set to silent 
to avoid drawing attention. 

Staff Training 

●​ Regular Drills: Lockdown drills are conducted regularly to ensure that staff 
and children are familiar with the procedures and can respond quickly and 
efficiently. 

●​ Crisis Management Training: Staff receive training in crisis management to 
prepare for a variety of emergency situations, ensuring they can handle 
unexpected events calmly and effectively. 

Communication with Parents 

●​ Notification: In the event of a lockdown, parents will be notified as soon as 
possible through our emergency communication system. Updates will be 
provided as the situation unfolds. 

●​ Post-Lockdown Communication: Once it is safe, parents will be informed of 
the situation's resolution and any necessary follow-up actions. 

Our commitment to safety includes preparing for any eventuality, including potential 
lockdown situations. By having clear procedures and regular training, we aim to 
ensure the well-being and security of everyone involved in our holiday courses. We 
encourage parents to discuss any concerns with our team, as open communication 
is essential to maintaining trust and confidence in our safety protocols. 

Quality Assurance 



 
At Advanced Coaching & Education, we are dedicated to delivering the highest 
quality of service in our holiday courses. Our commitment to quality assurance 
ensures that every aspect of our programs meets rigorous standards of excellence, 
providing children and families with an exceptional experience. 

Standards and Compliance 

●​ Curriculum Standards: Our holiday courses are designed in alignment with 
educational standards and guidelines to ensure that all activities are not only 
fun but also contribute to each child's development and learning. 

●​ Continuous Improvement: We are committed to ongoing evaluation and 
enhancement of our programs. Feedback from participants, parents, and staff 
is systematically collected and analysed to identify areas for improvement. 

●​ Compliance Monitoring: We maintain strict adherence to all relevant local 
and national regulations, ensuring that our courses are conducted legally and 
ethically. Regular audits are conducted to verify compliance with these 
regulations. 

Staff Qualifications and Training 

●​ Qualified Personnel: Our staff members are carefully selected based on 
their expertise and passion for working with children. They hold relevant 
qualifications and certifications to deliver high-quality care and education. 

●​ Ongoing Training: To maintain high standards, our staff undergo continuous 
professional development. This includes training in the latest educational 
practices, child development theories, and safety protocols. 

Feedback and Evaluation 

●​ Participant Surveys: At the end of each course, we distribute surveys to 
participants and their families to gather feedback on their experience. This 
information is invaluable in shaping future programs and addressing any 
concerns. 



 
●​ Staff Evaluations: Regular performance evaluations of our staff ensure that 

they are meeting our quality expectations. These assessments help identify 
strengths and areas for further development. 

Quality Assurance Team 

●​ Dedicated Oversight: A dedicated Quality Assurance Team oversees the 
planning and execution of our courses. This team is responsible for 
implementing quality control measures and ensuring that our standards are 
consistently met. 

●​ Incident Review: Any incidents or issues that arise during our programs are 
reviewed by the Quality Assurance Team to determine root causes and 
implement corrective actions. This process helps prevent similar occurrences 
in the future. 

Our unwavering focus on quality assurance ensures that every child enjoys a safe, 
fulfilling, and enriching experience in our holiday courses. We invite parents and 
guardians to share their feedback and engage with us in our continuous journey 
towards excellence. Your input is invaluable in helping us achieve and maintain the 
highest standards of quality in all we do. 

Complaints Procedure 

At Advanced Coaching & Education, we are committed to ensuring that all 
participants and their families have a positive experience with our holiday courses. 
We value feedback and view complaints as opportunities to improve our services. 
Our complaints procedure is designed to handle concerns promptly, fairly, and with 
sensitivity. 

How to Make a Complaint 

1.​ Informal Resolution: We encourage individuals to raise any concerns 
directly with the staff member involved or the onsite manager. Many issues 
can be resolved quickly through open communication. 



 
2.​ Formal Complaint: If an informal resolution is not possible or satisfactory, a 

formal complaint can be submitted in writing. This should be addressed to the 
Course Coordinator and include details of the concern, any relevant dates, 
and the desired outcome. 

3.​ Acknowledgment: Upon receiving a formal complaint, we will acknowledge 
receipt within three working days. We will provide an estimated timeframe for 
resolving the issue, typically within 14 days. 

Investigation Process 

1.​ Complaint Review: A designated member of our management team will 
review the complaint thoroughly. This may involve speaking with staff, 
reviewing documentation, and assessing any evidence provided. 

2.​ Resolution Meeting: If necessary, a meeting will be arranged with the 
complainant to discuss the issue in more detail. This provides an opportunity 
to clarify concerns and explore potential solutions. 

3.​ Decision and Response: After the investigation is complete, a written 
response will be provided. This will include the findings, any actions taken, 
and any future steps to prevent a recurrence. 

Appeals Process 

1.​ Request for Review: If the complainant is dissatisfied with the outcome, they 
may request a review by a senior manager. This must be made in writing 
within 14 days of receiving the initial response. 

2.​ Final Decision: A senior manager will conduct a further review and provide a 
final decision within 21 days. This decision will be communicated in writing 
and is considered final. 

Confidentiality and Record Keeping 

●​ Confidential Handling: All complaints are treated with the utmost 
confidentiality. Information will only be shared with those directly involved in 
resolving the issue. 



 
●​ Record Maintenance: A record of all complaints and their resolutions is 

maintained. This helps us identify trends and areas for improvement. 

Feedback and Improvement 

●​ Continuous Improvement: Feedback from complaints is used to enhance 
our services. We regularly review our procedures and make adjustments to 
ensure we meet the needs and expectations of our participants. 

We are dedicated to maintaining high standards and welcome feedback as a means 
to grow and improve. If you have any concerns or suggestions on how we can 
enhance our services, please do not hesitate to contact us. Your input is invaluable 
in helping us provide the best possible experience for all involved. 

 


