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Berkhamsted Gymnastics Club Policies  

   

Fee Payment – Recreational and Squad 

   

Version 
number  

Date published 
/reviewed  

Revisions made  

1.0   29/11/2019    original 
        
        

 
Policy and Procedures Guidelines 
 
FEES 
 
Recreational classes  
 
Policy for parents  

Prospective new members: -  

Trial period 

1) Gymnasts new to Berkhamsted Gymnastics Club can attend a 1 week trial at the non-members hourly 

rate once space is available within a class.  The trial fee is paid upon booking. As BGC has a waiting 

list in place. trial places may not be reserved more than a week in advance, so once payment has been 

taken, prospective members must attend the booked session.   For example, if a parent wishes a child 

to attend the Wednesday class and calls to book the trial period on the Monday they would be 

expected to attend that Wednesday session.  A booking cannot be made for a week on Wednesday as 

this would be reserving the place for over one week and the charity could potentially miss out on funds. 

 

2) If a prospective new member is unable to attend their trial session, they may book and pay for an 

additional trial session at the non-members rate. Payment and booking is as per above. 

 
3) The enrolment form should be part completed by member of staff taking payment (Childs Full Name, 

DOB and contact number) and completed by parent/guardian upon arrival for the trial session. 

Becoming a full member: 

4) We hope that the prosepective new member enjoys the trial session and therefore wishes to join the 

club. If so the place is secured by means of payment in full for the remainder of the terms fees 

(including BG and BGC club membership) before leaving the premises at the end of the child’s 

trial session (payment can be by Debit/Credit Card or exact Cash).  Unfortunately places cannot be 

reserved, therefore if no communication has been made and payment has not been made in full to 

secure the trial place before leaving the premises, the trial place may be offered back out to other 

prospective new members on our waiting list.  

 

5) BGC will endevour to make contact (allowing 24 hours for response) with any prosective new members 

who have either not made payment in full after their trial session or have not attended the trial session, 

before offering the place out to the next name on our waiting list.   
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Re-enrolment: 

1) Re-enrolment week takes place between 2 to 3 weeks before the end of term. 

2) Re-enrolment letters are issued the first week back after the half term break.  This generally allows 3 

weeks notice of our re-enrolment week.   

3) To secure a place on next term’s course, full payment must be made on or before the end of re-

enrolment week, and  the completed re-enrolment slip needs to be completed in full (including the 

correct class details), signed and returned by the parent/guardian.  

4) Payment can be made on site by Cash (Correct amount only) or Credit/Debit Card, or by phone by 

Credit/Debit Card (re-enrolement slip will be completed by the member of staff taking payment over the 

phone). 

5) Payment is logged on the re-enrolment slip by a BGC member of staff. 

6) Additional notifications to remind our members of the re-enrolment week can be found on the 

“Important dates notice” which is displayed all term on the recreational class information board in the 

office area.  In addition posters displayed in the office area remind members of dates and payment 

deadlines. 

7) A member of the Admin team will be available on site every day for set times during re-enrolment week 

to answer any questions and process payments. 

8) If payment is not received by the due date it is assumed the place is no longer required and it will be 

reassigned.  Neglecting to pay fees during re-enrolment week, will automatically relinquish your child's 

place on the following terms course. 

9) If a gymnast is absent during re-enrolment week, a member of staff will endeavour to make contact 

with the parent/guardian.  If no communication is made within 7 days (ie one week after the end of re-

enrolment week) by a parent/guardian despite efforts to make contact, we will assume the place is no 

longer required and it will be released and reallocated to the next person on the waiting list. 

10) Once payment has been made the gymnast is added to the next term’s register. 

11) Spare places will begin to be allocated to new members the week after re-enrolment week on the trial 

basis as per above. 

Overdue Payments: 

1) If a member arrives on the first week of the next terms course and it appears that payment has not 

been made during the previous term, they will only be able to participate in that class if a space is 

available and the parent/guardian either makes full payment of the outstanding fees owed before the 

class commences or the payment has been traced after investigation.  If a space is not available within 

the relevant class BGC will endeavour to reallocate the child to an alternative class where possible and 

once payment has been made. 

2) Please note that re-enrolment letters and posters include a reminder regarding BGC non-payment 

policy, indicating that places will be assigned to a child on our waiting list if fees are not received by the 

payment deadline date.   
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Refund Policy:  

 

1) BGC generally has a no refund policy. Coaches are allocated to classes depending upon numbers and 

so costs are committed at the beginning of each term. 

2) BGC cannot under any circumstance refund any membership fees including, but not exclusively,  

British Gymnastics or East Region Gymnastics membership fees as we are unable to obtain refunds 

from these bodies.  

3) Exceptionally, BGC may be able to offer a refund of the remainder of a terms fees if we are able to fill 

the place with a new member (refund only of the amount able to be recovered through the new 

member). 

4) An application for a partial/full refund may also be made to the committee in the following exceptional 

circumstances and each case will be taken on its own merit:  

• if a gymnast is unable to attend sessions due to an injury sustained at the club. We may require 

a doctors note. 

• If a gymnast moves class and does not settle into the new class by the end of the 2nd week of 

the start of the change. Application to the committee should be made before the end of the 3rd 

week and the gymnast must have attended the previous 2 sessions. 

5) If a class is cancelled due to unforeseen circumstances, such as acts of God, illness, power cuts etc. 

we may offer either an additional class, a refund or a voucher for a holiday session, depending upon 

the circumstances.    
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Squad fees 
 
Policy for parents  

 
1) Parents of new squad members are required to sign a squad place acceptance slip, which states fees 

will be paid on time and in full, by means of cash (exact only), debit/credit card or bank transfer.  

2) Squad Training Fees Invoices are raised on the 28th of each month, and emailed to parents. 

3) Payment is due 14 days from invoice date. For example, an invoice for January fees will be available 

on 28 November and will be due on 11 December.  

4) One months notice is required if a gymnast no longer wishes to be part of the squad program. 

5) First reminder for payment will be sent out after the due date, stating that any fees still outstanding 7 

days after the due date (ie. by 21st of the month) will incur a £5.00 admin charge. 

6) Second reminder will either be sent out and/or parent will be contacted by phone after 21st advising 

that £5.00 admin charge will be added to the next invoice and advising that if payment is not received 

by the end of the month the gymnast will not be able to attend training until full payment has been 

made.  

7) Third reminder will be sent if fees are still outstanding by the next invoice date (ie. one month late) 

explaining that the gymnast has been suspended from training until full payment has been made.  Fees 

will continue to be charged whilst on suspension, until fees have been settled or the club has been 

officially notified of the gymnasts departure from the club. Please note that 1 months notice is required 

if a gymnast no longer wishes to be part of the squad program. 

8) Final reminder will either be sent out or parent will be contacted by phone that if payment is still 

outstanding two months after the orgininal invoice date, the full payment will be requested and the 

gymnast will be asked to leave the club. 

9) Families experiencing financial difficulties are advised to speak to the club manager and/or treasurer as 

soon as you become aware of the situation to avoid overdue charges.  The committee are happy to 

consider each case independantly to come to some arrangement. 

Refund Policy:  

 

1) BGC generally has a no refund policy. Squad gymnasts are required to give a months notice if leaving. 

2) BGC cannot under any circumstance refund any membership fees including, but not exclusively,  

British Gymnastics or East Region Gymnastics membership fees as we are unable to obtain refunds 

from these bodies.  

3) An application for a partial/full refund may also be made to the committee in the following exceptional 

circumstances and each case will be taken on its own merit:  

• if a gymnast is unable to attend sessions due to an injury sustained at the club. We may require 

a doctors note. Additionally we may reduce/suspend further monthly invoices until the child is 

fully recovered, depending upon the circumstances. A gymnast may be expected to attend 

fitness/stretching training on reduced hours in the interim period and if possible. 

• if a gymnast moves squads/increases hours and does not settle into the new squad/hours by 

the end of the 1st month of the start of the change. Application to the committee should be made 

once the 2nd months invoice has been received and the gymnast must have attended 

all/majority of the sessions in the previous month. 

4) If a class is cancelled due unforeseen circumstances, such as acts of God, illness, power cuts etc. 

Refund will be made via a reduction in the next months fee. 


