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1. Welcome 
 
Welcome to THQ Group  
Staff Handbook 
 
Our aim in producing this document was to create a one-stop information point 
where you would be able to access all the information you are likely to need in 
relation to your time with us.  
 
The document gives an overview of the terms and conditions of your employment or 
self-employment role, and outlines what you can expect from Transformation HQ 
Leek. In return we ask you for a high degree of commitment, dedication and loyalty to 
help us achieve the aims and objectives of the Company. 
 
I hope you find this a useful guide during your employment/working with us. However, 
if you are unable to find the answer to your question here, please feel free to contact 
Transformation HQ Group who will be able to find an answer for you. 

 

 

 

 

 

Signed:_________________________________ 

Owner & Director of Transformation HQ Group 
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3. Starting with the Company 

a. About the Company 

 
Understanding Transformation HQ 
 
Transformation HQ’s vision is to get people healthy 
& lean with an athletic look. This is done through 
eating plenty and training intensely with weights 
three times a week. 
 
Transformation HQ Aims 
 
Our training methods and sessions are all aimed at 
achieving amazing results. We encourage and 
support members in sessions to keep them 
motivated. This makes sessions and attending THQ 
comfortable, fun and a positive environment that 
members look forward to coming. 
 
Our Program 
 
We offer all new prospects the chance to partake in the Transformation HQ 6 
week meltdown. This provides a meal plan, cookbooks and 3 Transformation 
sessions a week. This leads on to a rolling membership with the view to 
complete the 12-week shoot process.  
 
After the shoot, the member is encouraged to roll on to the small group 
programs of an addition cost. The member must attend 3 adjusted 
Transformation Sessions plus their small group program, it runs for 8 weeks 
and a before and after photo will be taken. 
 
What Makes Us different  
 
We make people believe they can achieve the results! To finally get the body 
shape they have been chasing for years, all done through weight training, eating 
well and allowing treats. 
 
What separates us from everyone else is that we take care and go above & 
beyond of what the members expect. All with the purpose of getting them great 
results. 
 
Staffing Structure & Job Roles 
 

Owners and Partners 
V 

Head Coach 
V 

Transformation Trainers 
 

**The THQ Group 
Mission is: 
 
“To help people 
achieve a body shape 
they thought wasn’t 
possible. Using weight 
training as a way to 
save time. Being in a 
community that creates 
results. 
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b. An Introduction for Head Coach & Trainer 

 
THQ Group believes its head coaches and trainers are its greatest asset and 
recognises its responsibility to ensuring they are given the development throughout 
their time at Transformation HQ.   
 
We want head coaches & trainers to thrive and become successful personal trainers 
and business owners. 
  
Our aim is to support and develop employees in their role so that they feel confident 
to undertake the responsibilities placed upon them and ultimately are able to contribute 
to the success of the organisation. 
 
Ultimately, we want you to put the member first. Nothing is more satisfying than seeing 
a member transform body shape and thanking you for your help. We will support and 
organise an environment where the member becomes the priority, try to go above and 
beyond & make the member feel part of the community. 
 

c. Statement of Employment Terms and Conditions 

 
As a trainer at THQ Group you will be self-employed and responsible for your own 
self-assessment tax and have current valid personal training insurance. First aid is 
also needed (THQ to provide). 
 
As a head coach you will be a director and shareholder of THQ Leek and also be an 
employee of THQ Leek. 
 
THQ Group reserves the right to change its terms & conditions and employment 
policies from time to time. You will be notified at the earliest opportunity of these 
changes by way of general notice to all employees affected by the change. Where a 
contractual change in your terms and conditions of employment results in a change to 
your written statement of particulars of employment, we will give you a written 
statement of the change at the earliest opportunity. 
 

d. Our Relocation Policy 

 
Assistance with relocation expenses will be granted if we are satisfied that your 
relocation is required in order for you to undertake the duties of the post for which you 
have been employed. Eligibility and any sums paid are purely at the discretion of the 
THQ Group Directors, and this is not a contractual right.  
 
You will be required to sign a written undertaking to repay all or some of the expenses 
reimbursed if you leave within 24 months of receipt of these expenses. 
 

e. Probation Periods 
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THQ does not believe in probation periods but does require all trainers and head coach 
to fulfil roles & tasks whilst up holding the ethos of going above and beyond for your 
members. Failure to do so will results in disciplinaries with possible termination of work 
for trainer & trigger of bad leaver in head coaches’ contracts. 

f. Your  Attendance at Work 

 
THQ Group values good attendance at work and is committed to improving the general 
wellbeing of its employees to achieve this.  Although we aim to secure regular 
attendance, we do not expect trainers or head coach to attend when they are unwell. 
 

i) Notification of Absence 
 

Trainer 

 
If a trainer is unwell, your head coach should be notified as early as possible if absence 
from work is anticipated for hospitalisation and other medical treatment. Head coach 
must arrange cover for sickness or injury as soon as possible, if medium (3-5 days) to 
long term (1 week plus) absence THQ group must be informed. The head coach must 
keep THQ Group informed of a potential date of return. 
  
If you are unable to attend work due to sickness or injury, your head coach must be 
notified by telephone before your normal start time or as soon thereafter as possible 
on the first day of absence, if possible indicating a date of return.  Notification should 
be made by you personally unless impossible due to the nature of the illness where 
you should arrange for someone else to call on your behalf.  During prolonged periods 
of absence, your head coach should be kept informed of progress and an expected 
date of return. 

Head Coach 

  
If the head coach has been absent due to sickness and is found not to have been 
genuinely ill will be subject to disciplinary action, which could include triggering bad 
leaver clauses. Please also refer to employment contract. 

 
ii) Sickness Payments 

 

Trainer 

 
As a self-employed contractor, trainers do not receive sick pay. 

Head coach 

 
From your first day of absence you will be required to notify THQ group of your 
absence and date of return; if greater than 7 days you will require a statement of 
Fitness for Work from your G.P. Also refer to employment contract for further sickness 
payment related issues. 
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g. Hours of Work 

Trainers 

  
All trainers will be allocated sessions as fairly as possible which may include working 
at other THQ locations. All sessions completed will be invoiced to the head coach on 
the 14th of each month. Invoices for sessions completed will be paid on the 15th of 
each month – meaning THQ Leek month runs from 15th-14th. 
 

Head Coach 

 
The head coach will be subject of minimal amount of sessions/ working pattern will be 
specified in your Statement of Terms and Conditions of Employment.   
  
The head coach will be contracted for a minimum of 28 sessions per week. If a head 
coach opens a 2nd club and reduces their weekly sessions, the head coach must cover 
sessions cost from own wage/revenue. 
 
THQ Group reserves the right to vary your sessions and pattern of working, following 
consultation and agreement with you. 
  
Persistent poor timekeeping means that colleagues are put under pressure to cover 
your duties. This is not acceptable and will therefore be treated as a potential 
disciplinary offence under our disciplinary procedures. 
 

h. Flexible Working 

Trainers & Head Coach 

 
THQ Group has a policy of trying to assist staff to balance their work and home life, 
and is therefore willing to consider requests from staff to vary their working hours or 
work pattern. Such requests will be considered taking into account the impact on the 
organisation, work colleagues and any other relevant factors.  

i. Criminal Records Checks 

Head Coach 

 
Certain employees of THQ Group may be required to undergo a criminal record check. 
This is only in very special circumstances where your employment with us means you 
are likely to come into contact with children or vulnerable adults (or certain other 
particular circumstances). Should this be the case, we will discuss the situation with 
you prior to confirming your appointment (or relevant change to your job).  

j. Conflict of Interest 

Trainers & Head Coach 
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You should not, directly or indirectly, engage in, or have 
any interest, financial or otherwise, in any other 
business enterprise which interferes or is likely to 
interfere with your independent exercise of judgement 
in THQ Group’s best interest. 
 
Generally, a conflict of interests exists when a trainer 
or head coach is involved in an activity: 
 

• Which provides products or services directly to, or purchase products or 
services from THQ Group 

• Which subjects the employee to unreasonable time demands that prevent the 
employee from devoting proper attention to his or her responsibilities to THQ 
Group 

• Which is so operated that the employee’s involvement with the outside business 
activity will reflect adversely on THQ Group. 
 

Should you be in doubt as to whether an activity involves a conflict, you should discuss 
the situation with your head coach or THQ Group. 
 

k. Standards of Performance and Behaviour at Work 

Trainers & Head Coach 

 
i) Appearance 

 
THQ Group does not seek to inhibit individual choice in relation to your appearance. 
However, you are expected to dress appropriately at all times in relation to your role, 
and to ensure that your personal hygiene and grooming are properly attended to prior 
to presenting yourself at work.  
 
Trainers and head coach must provide own uniform, you must wear this at all times 
when required to do so; it is your responsibility to ensure that this is clean and 
presentable. It must be black or grey and respectable, THQ will pay for printing of 
logos on to uniform.  
 
When in the gym and work brings you into contact with the general public then you 
must remove all visible piercings with the exception of a single set of earrings (or one 
single earring), and you must ensure your dress and grooming standards reflect the 
values of you THQ. 
 
If you have any queries about what is appropriate, these should be directed to your 
head coach. 
 

ii) Company Premises 
 
You will be issued keys allowing access to your workplace. This remains the property 
of THQ Group and loss of your keys must be reported immediately to your head coach.  
 

“…bringing alcohol or 
any unlawful drugs to 
the workplace, and / or 
imbibing them there is 
strictly prohibited…” 
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You must not bring any unauthorised person on to THQ Group property without prior 
agreement from your head coach, unless you are authorised to do so as part of your 
job i.e. clients. In these circumstances you are responsible for ensuring that your 
visitors are appropriately monitored during their stay, and that they do not access 
areas or company property inappropriately. 
 
You must not remove Company property from the organisation’s premises unless prior 
authority from your head coach has been given. 
 

iii) Personal Property 
 
Any personal property such as jewellery, cash, credit cards, clothes, cars, motorbikes 
or bicycles etc. left on THQ Group premises is done so entirely at your own risk. You 
are strongly advised not to leave any valuables unattended, either on our premises, 
our vehicles or in your own vehicle.  THQ Group does not accept liability for loss or 
damage to any personal property whatsoever. 
 

iv) Telephones & Correspondence 
 
Company telephone / mobile phone or postal facilities must not be used for private 
purposes without prior permission from your head coach. If, for any reason, personal 
use is made of these items then arrangements must be made to pay the cost price of 
all services used. Abuse of these facilities will be considered a potential disciplinary 
matter. 
 

v) Smoking and Other Substances at Work 
 
Legislation exist which makes it illegal to smoke in enclosed public spaces. Smoking 
(including e-cigarettes) is therefore strictly prohibited on all Company premises 
(including entrances and exits) and vehicles. 
 
Outside areas have been identified for those who wish to smoke during their break-
time. Should you wish to avail yourself of these facilities, please speak to your head 
coach. 
 
Bringing alcohol or any unlawful drugs to the workplace, and / or imbibing them there 
is strictly prohibited both during work time or during a period prior to work where the 
effects carry over to the workplace. Any such instances will be dealt with under the 
disciplinary procedure and may lead to your summary dismissal. 
 

vi) Confidentiality 
 
It is a condition of the trainers & head coach that you have a duty of confidentiality with 
regards to THQ Group and your members. 
 
During the course of your employment you may find yourself in possession of sensitive 
information, the disclosure of which could be construed as a breach of confidentiality.  
It is a condition that you have a duty of confidentiality to the Company, and you must 
not discuss any Company sensitive or confidential matter whatsoever with any outside 
organisation including the media. 
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Any such breach of confidentiality would be deemed as 
gross misconduct except as otherwise provided or as 
permitted by any current legislation (e.g. the UK Public 
Interest Disclosure Act 1998) and could lead to your 
dismissal. 
 

vii) Computer, email and Internet use 
 
If you have access to the Company’s computers 
including email and access to the internet as part of your 
job, you must not abuse this by using these facilities for 
purposes unrelated to Company business.  
 
Limited personal use of the internet is permitted during your formal breaks. All internet 
use is monitored and accessing pornographic or other unsuitable material, including 
auction or certain social networking sites is strictly prohibited and would be considered 
a serious disciplinary offence which may result in dismissal.  
 
Only software packages properly authorised and installed by the Company may be 
used on Company equipment, you must therefore not load any unauthorised software 
onto Company computers. 
 
If you have a Company email address, this is provided for responsible use on 
Company business and should not be used in any other way whatsoever.  
 
All staff must make themselves familiar with the Company’s Internet & Email Policy 
available from your head coach. 
 

l. Data Protection and Access to Information 

 
THQ Group will comply with all statutory requirements of Data Protection law including 
the requirements of the General Data Protection Regulations (GDPR). Any personal 
or sensitive information on an individual which the Company holds is covered by this 
legislation. This includes emails too. If you receive a subject access request you 
should refer this immediately to your head coach. 
 
If you are a user of such information you need to be sure that you are not breaching 
any data protection rules when you store or use information and when you write and 
send emails. This could include but is not limited to: 
 

• Using data which has not been kept up-to-date. 

• Passing on or processing personal information about an individual without their 
consent. 

• Keeping personal information longer than necessary. 

• Sending personal information outside the country. 
 
If any breach of data protection rules is discovered such as the leaking or hacking of 
personal or sensitive data, this should be reported immediately to your head coach, 

“…In every 
circumstance where a 
gift is offered, the 
advice of your head 
coach must be sought 
…” 
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and any immediate action should be taken to close down such leaks. Your head coach 
will ensure this is properly investigated and the appropriate reporting actions taken if 
necessary. 
 
Trainers can request access to the information held on them by the Company. All 
requests by employees to gain access to such records should be made in writing. 
There is no charge for this service.   

m. Changes in Personal Information  

 
It is important that our records are correct, as inaccurate or out of date information 
may affect your salary or cause difficulties in situations where contact is required for 
emergencies.  You must notify your Head coach immediately of all changes in the 
following personal information:  
 

• Name 

• Home address 

• Telephone number 

• Bank account details 

• Examinations passed/qualifications gained 

• Emergency contact 

• Driving licence penalties (if you are required to drive on Company business) 

• Criminal charge, caution or conviction 

• Conflict, or potential conflict of interest 
 
Personal data on employees is held in accordance with the provisions of the 
Company’s Data Protection Policy which will be made available for inspection by you 
if required. 
 
Head coach will keep THQ group updated with above information. 
 
 

4. Valuing Diversity and Dignity at Work 
 

a. Valuing Diversity 

 
i) Statement 

 
THQ Group is committed to valuing diversity and seeks to 
provide all staff with the opportunity for employment, 
career and personal development on the basis of ability, 
qualifications and suitability for the work as well as their 
potential to be developed into the job. 
 
We believe that people from different backgrounds can 
bring fresh ideas, thinking and approaches which make 
the way work is undertaken more effective and efficient. 
 

“…THQ Group is 
committed to valuing 
diversity …” 
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The Company will not tolerate direct or indirect discrimination against any person on 
grounds of age, disability, gender / gender reassignment, marriage / civil partnership, 
pregnancy / maternity, race, religion or belief, sex, or sexual orientation whether in the 
field of recruitment, terms and conditions of employment, career progression, training, 
transfer or dismissal. 
 
It is also the responsibility of all staff in their daily actions, decisions and behaviour to 
endeavour to promote these concepts, to comply with all relevant legislation and to 
ensure that they do not discriminate against colleagues, customers, suppliers or any 
other person associated with the Company. 
 

ii) Key Actions 
 
In adopting these principles THQ Group: 
 
1. Will not tolerate acts that breach this policy and all such breaches or alleged 

breaches will be taken seriously, be fully investigated and may be subject to 
disciplinary action where appropriate. 

2. Fully recognises its legal obligations under all relevant legislation and codes of 
practice. 

3. Will allow staff to pursue any matter through the internal procedures which they 
believe has exposed them to inequitable treatment within the scope of this policy. 
If you need to access these procedures they can be obtained from your head 
coach e.g. Grievance Procedure, Dignity at Work Procedure etc. 

4. Will ensure that all managers understand and maintain their responsibilities and 
those of their team under this policy. 

5. Will offer opportunities for flexible working patterns, wherever operationally 
feasible, to help employees to combine a career with their domestic 
responsibilities.  

6. Will provide equal opportunity to all who apply for vacancies through open 
competition.   

7. Will select candidates only on the basis of their ability to carry out the job, using 
a clear and open process. 

8. Will provide all employees with the training and development that they need to 
carry out their job effectively. 

9. Will provide all reasonable assistance to employees who are or who become 
disabled, making reasonable adjustments wherever possible to provide 
continued employment. We will ensure an appropriate risk assessment is carried 
out and that appropriate specialist advice is obtained when necessary. 

10. Will distribute and publicise this policy statement throughout the Company 
 

b. Dignity at Work 

 
i) Statement 

 
The Company believes that the working environment should at all times be supportive 
of the dignity and respect of individuals. If a complaint of harassment is brought to the 
attention of management, it will be investigated promptly and appropriate action will 
be taken. 
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ii) What and How of Harassment 

 
Harassment can be defined as conduct, which is unwanted and offensive and affects 
the dignity of an individual or group of individuals. 
 
Sexual harassment is defined as “unwanted conduct of a sexual nature, or other 
conduct based on sex, affecting the dignity of women and men at work”.  This can 
include unwelcome physical, verbal or non-verbal conduct.   
 
People can be subject to harassment on a wide variety of grounds including: 
 

• race, ethnic origin, nationality or skin colour 

• sex or sexual orientation 

• religious or political convictions 

• willingness to challenge harassment, leading to victimisation 

• disabilities, sensory impairments or learning difficulties 

• status as ex-offenders 

• age 

• real or suspected infection with a blood borne virus (eg  AIDS/HIV) 

• membership of a trade union or activities associated with membership 
 

Forms may include: 
 

• physical contact ranging from touching to serious assault 

• verbal and written harassment through jokes, offensive language, gossip and 
slander, sectarian songs, letters and so on 

• visual display of posters, graffiti, obscene gestures, flags and emblems 

• isolation or non-cooperation at work, exclusion from social activities 

• coercion ranging from pressure for sexual favours to pressure to participate in 
political/religious groups 

• intrusion by pestering, spying, following someone 

• bullying 
 

iii) What should I do if subject to Harassment? 
 
If you feel you are being harassed you are strongly encouraged to seek early 
advice/support from your head coach. If your feel your head coach is harassing you, 
then you should THQ group. 
 
You should also keep a written record detailing the incidents of harassment and any 
requests made to the harasser to stop.  This written record should be made as soon 
as possible after the events giving rise to concern and should include dates, times, 
places and the circumstances of what happened. 
 
The Company has a formal procedure for dealing with these issues which you can 
obtain from your head coach. 
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5. Pay, Benefits & Pensions 

a. Salary Arrangements 

 
Head coach refers to head coach service agreement. 
Trainers will invoice the THQ location they completed sessions for. Each session will 
be invoice back to THQ at £10 per session. Monthly staff training will last an hour and 
will be invoice back to THQ at £10. Fortnightly texts should take no longer than 2 hours 
but any additional time needed can be invoice at £10. 
 

b. Income Tax 

 
Both head coach and trainers will need to have an accountant to organise the paying 
of income tax. 

c. Business Travel  

 
You will be reimbursed for any expenditure necessarily incurred in order to do your job 
when working away from your normal place of work. Public Transport and 
accommodation costs will be reimbursed at actual cost – appropriate receipts must 
accompany all claims head coach can use business account for business travel a 
collect receipts. Commutes to and from THQ locations to your homes will not qualify 
for expense reimbursement. 
 

d. Sickness Pay Provision 

 
Head coach to refer to head coach service agreement.  
Trainers N/A as self-employed. 
 

e. Pension Scheme 

 
Head coach to refer to head coach service agreement.  
Trainers N/A as self-employed. 
 

6. Leave Arrangements 
 

a. Annual Leave 

Trainers & Head Coach 

 
Trainers and head coach of THQ Group whether self-employed or employed are 
entitled to leave, trainers will be unpaid during leave and head coach will receive 
statuary holiday payment (further details in employment contract).  
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If you are a trainer, holidays must be agreed with your head coach as early as possible, 
like wise for head coach with THQ Group. The Company will where possible try to 
accommodate individual preferences for holiday dates but the needs of the business 
may have to take precedence, particularly where short or inadequate notice is given.  
 
The 8 statutory Bank Holidays form part of head coaches 28-day annual leave 
entitlement.  

b. Maternity Leave and Pay Policy 

Head Coach 

 
A regnant head coach will be entitled to take 26 weeks’ Ordinary Maternity Leave and 
26 weeks Additional Maternity Leave, irrespective of their length of service or the 
number of hours worked each week. 
  
You may not return to work during the two weeks immediately following the birth of 
your child. 
  
You are free to choose when you would like your maternity leave to start, however, 
the earliest you can choose to start your maternity leave is during the 11th week before 
the expected week of your child’s birth. 
  
In certain circumstances, your maternity leave may start automatically earlier than the 
date you chose as the start date for your maternity leave.  This applies where you are 
absent from work wholly or partly because of pregnancy at any time during the four 
weeks before the expected week of childbirth or if you give birth early. 
 
If you have at least 26 weeks’ service by the end of the 15th week before your child is 
expected to be born, you may be entitled to Statutory Maternity Pay (SMP), provided 
your average weekly earnings are at or above the Lower Earnings Limit for National 
Insurance. 
  
SMP is payable for 39 weeks.  For the first six weeks, SMP will be paid at 90% of your 
average weekly earnings.  For the remaining 33 weeks, SMP will be paid at the 
standard rate which is prescribed by regulations and is adjusted from time to time.  The 
Company will inform you of the applicable rate.  If your average weekly earnings fall 
below the standard rate, SMP will be paid at 90% of your average weekly earnings 
throughout. 
  
SMP will be paid subject to deductions for tax and National Insurance contributions in 
the normal way. 
 
In order to be eligible for maternity leave and SMP, you are required to notify your 
head coach in writing by or during the 15th week before the expected week of your 
child’s birth.  You must inform your Head coach of the following: 
  

• you are pregnant  

• the week in which your child is due  

• the date you intended to start your maternity leave  
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• the date from which you will be claiming SMP  
  
You should enclose a MAT B1 certificate with your 
written notification signed by your registered doctor 
or registered midwife to confirm the expected week 
of childbirth. 
   
You may change the date you start your maternity 
leave providing you give at least 28 days’ notice in 
writing of either the new start date or the original 
start date (whichever is earliest).    
  
Within 28 days of receiving your notice, the 
Company shall notify you in writing of the date when 
your maternity leave will end. 
  
Prior to your departure on maternity leave, THQ Group will meet with you to discuss 
your rights and entitlements during maternity leave, the possibility of flexible working 
on your return to work and the level of contact you would like with the Company during 
your maternity leave.  You should feel free to raise at this meeting any queries or 
concerns you have.  
 
THQ Group may also offer you up to 10 days work during your maternity leave.  It is 
up to you if you wish to work these days.  The rate of pay for the work will be agreed 
in advance with you.  Your right to maternity leave and SMP will not be affected. 
 
During Ordinary Maternity Leave, you will continue to receive your contractual benefits 
and your normal terms and conditions will continue to apply, except for those terms 
relating to wages and salary.  You will continue to accrue holiday. 
   
During Additional Maternity Leave, the rights and obligations under your contract of 
employment are reduced, but you must still give notice in accordance with your 
contract of employment if you want to leave.  In addition, you will continue to be bound 
by your obligations of confidentially and loyalty.  Only statutory holiday will accrue.  
   
If any pregnant employees, or employees who have recently become mothers or who 
are breastfeeding are employed in positions which have been identified as posing a 
risk to their health and safety or that of their baby they will be notified immediately and 
arrangements will be made to eliminate the risks. 
  
If you have concerns about your own health and safety at any time you should consult 
THQ Group immediately. 
 
You do not have to notify the Company separately of your return date.  It will be 
assumed that you will come back to work on the date the Company has notified you 
is the end of your maternity leave period.  However, if you wish to return to work before 
the end of your full maternity leave entitlement, you should give your head coach at 
least 8 weeks notice in writing of your intended return date.  
  

“…If any pregnant 
employees, or employees 
who have recently become 
mothers or who are 
breastfeeding are employed 
in positions which have 
been identified as posing a 
risk to their health and safety 
or that of their baby they will 
be notified immediately and 
arrangements will be made 
to eliminate the risks…” 
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If you return to work immediately after a period of Ordinary Maternity Leave you will 
return to work in the same job you left before you started your maternity leave.  
  
If you return to work from a period of Additional Maternity Leave, you will return to the 
same job you were employed to do.  If this is not reasonably practicable, you will be 
offered a similar job on equally favourable terms and conditions. 
  
If you decide not to return to work after maternity leave, you should confirm this in 
writing and give the notice required by your contract of employment. 
  
On your return from maternity leave, THQ Group will arrange a meeting with you to 
discuss any changes which have taken place during your absence.  This will be an 
opportunity to discuss any issues relating to breastfeeding.  You should also feel free 
to raise at this meeting any queries or concerns you have. 
 
Parallel arrangements are available for the adoption of a child. 
 
Payment for staff cover during maternity leave will come from head coach bonus 
scheme. 
 

c. Paternity Leave and Pay  

Head Coach 

 
Statutory Paternity Leave is a maximum of two weeks’ leave, following the birth of a 
child, taken in order to support the mother or care for the new child.  It can be taken 
as a single week or two consecutive weeks. It cannot be taken as odd days or as two 
separate weeks.  
  
Statutory Paternity Leave must be taken within 56 days of the birth.  If the baby is born 
earlier than expected, it must be taken within 56 days from the date the baby was due. 
  
To qualify you must have worked for the Company for at least 26 weeks by the end of 
the 15th week before the expected birth week.   
 
Statutory Paternity Pay is paid at a fixed rate per week (determined in legislation) or 
90% of average earnings if that is less.  It is paid less tax and National Insurance 
contributions in the normal way. 
 
During Statutory Paternity Leave, you are entitled to all of your normal contractual 
terms and conditions as if you were not absent, apart from basic wages and 
salary.  You have the right to return to exactly the same job, on the same terms and 
conditions after Statutory Paternity Leave. 
 
Paternity leave and pay are also available for the adoption of a child. 
 
Payment for staff cover during paternity leave will come from head coach bonus 
scheme. 
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d. Unpaid Parental Leave 

Head Coach 

 
As well as Shared Parental Leave, any eligible head coach who has or expects to 
have responsibility for a child is entitled to take Unpaid Parental Leave to care for that 
child.  This includes the child’s registered father or anyone else who has or expects to 
have formal parental responsibility for the child.  To be eligible to take Parental Leave, 
an employee must have been employed by the Company for at least one year.  
 
Parental Leave consists of 18 weeks’ unpaid leave for each child born or adopted, 
taken at any time up to the child’s eighteenth birthday. Up to four weeks’ Parental 
Leave can be taken in respect of each child, each year, in blocks of one week or 
more.  Employees cannot take the leave in blocks of less than one week, unless the 
child is disabled. You must give your head coach at least 21 days notice of your 
intention to take Parental Leave. 
 
Although the situation around pregnancy and adoption appears complex, it is normally 
quite straightforward to work out your entitlement. Therefore as soon as you know you 
are pregnant or have been matched with a child for adoption, please let your manager 
know as soon as is practical. We will calculate your entitlement and the relevant dates 
for you. 
 
Payment for staff cover during maternity leave will come from head coach bonus 
scheme. 
 

7. Health and Safety 

Trainers & Head Coach 

a. Introduction 

 
THQ Group recognises and accepts its responsibility as a company to maintain, so far 
as is reasonably practicable, the safety and health of its employees, and of other 
persons who may affected by its’ activities. 
 
It is your duty as a trainer or head coach not to put at risk either yourself or others by 
your acts or omissions. You should also ensure that you are familiar with the Company 
health and safety arrangements. Should you feel concern over any health and safety 
aspects of your work, this should be brought to the attention of your head coach 
immediately. 
 

b. Procedure in the event of an accident 

 
An Accident Book is available from your head coach and it is the responsibility of each 
individual employee to report and record any accident involving personal injury. Any 
accident or near miss occurrence (i.e. no one was injured but the incident had the 
potential to injure or kill) at work should be reported immediately to your head coach. 
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All employees who are absent from work following an accident must complete a self-
certification form, which clearly states the nature and cause of the injury. 
 
For any employee who suffers an injury at work which results in them being away from 
work, or unable to do their normal work, for three days or more (including weekends, 
rest days or holidays) it is important that your head coach is informed as the Health 
and Safety Executive also need to be informed by the Company that an injury or 
dangerous occurrence has taken place.  Trainers are not expected to make this report 
themselves.  
 

c. First Aid  

 
The Company believes that best practice is to ensure staff have access to a trained 
First Aider or Appointed Person (someone who can take charge in the event of an 
accident).  

d. Fire Safety 

 
Employees should follow these steps to help prevent fires: 
 

• Before you use any electrical appliances carry out a quick check to make sure 
that the cables, plugs etc are not damaged.  

• Do not use any electrical equipment that shows signs of damage, even if you 
think it is only minor.  Report any faults you find to your head coach and find 
an alternative appliance. 

• Ensure that you place your rubbish in the proper waste bins. Do not overfill 
the bins, and ensure that your waste bin is accessible to the cleaners at the 
end of each day. 

 
Action to take when the fire alarm goes off: 
 

• Immediately stop what you are doing and walk (do not run) to the nearest 
available safe fire exit. If your nearest exit/route is obstructed, choose another 
route.  Make sure that you are aware of the fire exits and routes in your area. 

• Follow the instructions of your designated Fire Warden. 
• Direction signs should indicate the route to your fire exit. These comprise a 

white arrow on a green background sometimes accompanied by the words 
'FIRE EXIT' and also a pictogram of a running man. The arrows indicate the 
direction of the nearest fire exit. 

• Do not use a lift to leave the building - always use designated stairs. 
• Make your way to the appropriate assembly point. 
• Once you are at the assembly point you should report to the Fire Warden, so 

that they can account for the people in their designated area. 
• Do not leave the designated assembly point, or attempt to re-enter the 

building, until you have been instructed to do so by the Fire Warden. 
 
Action to take if you discover a fire: 
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• RAISE THE ALARM! This can be achieved by breaking the glass on the call 
points or by shouting the instruction “Fire – call the fire brigade”. 

• Raise the alarm even if your building is fitted with an automatic fire alarm 
system, which has not yet activated - you must not wait for it to do so of its 
own accord. The alarm must be raised for every occurrence of a fire, no 
matter how small it appears to be. This will ensure that people in the building 
have adequate notice to evacuate should it begin to spread quickly. In 
addition, modern furnishings may allow the fire to develop unnoticed, so time 
is of the essence if everyone is to get out safely. 

• Call the fire brigade at the earliest available, and safe, opportunity and do not 
attempt to tackle the fire unless you have been appropriately trained and can 
safely do so e.g. a small fire in a waste paper basket. Unless you have been 
trained you could be putting yourself or somebody else at risk. 

 

e. Personal Safety 

 
Generally, you should try to avoid working but as the business is set up, we understand 
this not possible. However, if you have to work alone, then you need to develop an 
awareness of the risks and how to minimise them. 
 
Prior to making an appointment with someone you do not know, obtain as much 
information as possible about the person you are meeting and arrange to meet the 
person in Company premises.  Always ring back the telephone number you have been 
given to confirm that it is legitimate.  If a mobile number is given you should always 
ask for an alternative fixed line number. 
 
If visiting, let your colleagues know where you are going, with whom and what time 
you are expecting to return.  If you think that you are going to run over your original 
timescales, let your colleagues know.   
        
If you are at all concerned that you are being placed in a dangerous situation through 
your employment/working with THQ, you must discuss this with your head coach. 
 
 

8. Training and Development 

a. Trainer Development 

 
THQ Group training will be held once a month with Carl & Ryan, this is to fine tune 
coaching skills, run through next month’s sessions, discuss how to improve services. 
This is held at rotating locations throughout the year. Group training will always be the 
last Thursday of the month at 1.30pm. 
 
Once a month, your head coach of your main location can hold a 30minute training 
meeting to discuss any member issue you may experienced, discuss members 
feedback & action, gym logistics. 
 
THQ active looks to promote from within. We want trainers to have the view to possible 
own and run their own THQ. We start your path with taking THQ sessions on a regular 
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basis until competent and assured. A trainer then has the opportunity (to run alongside 
THQ sessions) the specialised group programs. Your head coach will train you how to 
run these sessions. 
 
Once you have shown the passion to run your own small groups and have proven you 
can achieve your members a high standard of body transformations, you will then 
(once available) be able to open your very own location. This does provide an 
employment and a potential to earn up to £3-4000 per month if successful.  
 
The trainer will buy into the new location with THQ Group with a 50:50 spit. It will be 
small investment of up £8-10,000 which is usually repaid with first 6 months. 
 
We are excited to have you on board and contributing to our belief’s & mission.  
 
You are a valued member of the team and company, we encourage you to approach 
us on a regular basis. Your opinion and happiness matters to us – working openly 
together we will achieve our mission to be best group trainers in town & succeed in 
getting members the body shape they desire.  
 

b. Head Coach Development 

 

The head coach will receive guidance and advice from THQ group as ongoing learning 
process. They will be taught how to run the club in a smooth and efficient manner. 
Head coach must do at least half sessions, which at the time of writing will be 28 
sessions a week spread over 5 days, head coach to decide which days/shifts they 
prefer. 
 
Head coach will meet with THQ group for 30 minutes on the last Thursday of the month 
at 1pm. This is to run through next months sessions and any modifications needed, 
discuss any issues or ideas you may have. 
 
If the head coach achieves the target of a full gym with a waiting list and opens a 2nd 
clubs. They must take the staff cover from own bonus scheme. 
 

9. Leaving the Company 

Head Coach 

a. Notice Periods 

 
Unless your employment is terminated by THQ Group, shares in THQ Leek must 
offered to THQ Group 
 
Your employment may be terminated without notice where dismissal follows 
disciplinary proceedings. 
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b. Working Notice  

Trainers 

 
No official working notice but a 2-week notice would be greatly appreciated from the 
company.  
 

c. Other Conditions on Leaving 

 
On leaving, the Company will deduct from any money due to you such sums as you 
may owe to the Company.  These may include, but are not restricted to, any loans, 
relocation assistance, court orders and payment made for holidays taken in excess of 
entitlement. 
 
If you leave without giving notice and without the Company’s agreement, you are in 
breach of your contract and you may forfeit some or all of any salary due to you. 
 
Before leaving, you must hand over to THQ Group all articles belonging to THQ Group 
including your keys and any documents, equipment and computer software used at 
home.  Documents and software include (but are not limited to) correspondence, 
diaries, address books, databases, files, reports, plans, records or any other medium 
for storing information.  You should not retain any copies, drafts, reproductions, 
extracts or summaries of documents and software. 
 
After you have left the Company, you must not: 
 

• Solicit or seek to entice away any Company staff 

• Use or divulge to any person or organisation any confidential information 
relating to the business of THQ Group. 

 
Should your employment be terminated following disciplinary action it is likely you will 
receive payment in lieu of notice.  However, as there are numerous reasons as to why 
someone is dismissed, payment in lieu of notice will be reviewed on an individual basis 
taking into consideration the reasons behind the dismissal. 
 
Should you be dismissed for reasons of gross misconduct, your employment will be 
terminated immediately without the benefit of notice or payment in lieu of notice. 
 

d. Retirement 

 
In line with current legislation THQ Group does not have an age where it expects 
employees to retire. It is however our policy to have regular workplace /appraisal 
discussions with all our staff where they can discuss performance and any 
development needs they may have, as well as their future aims and aspirations. 
Trainers and their head coaches can also use this opportunity to discuss retirement 
planning should the employee wish to do so. 
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You should ensure that you inform your head coach at least 6 months before you plan 
to retire to ensure all appropriate arrangements are made (e.g. sourcing a 
replacement, mobilising your Company pension etc. 
 
 
 
 
 

10. How to run a Transformation Session 

Trainer and head coach 

 
Prior to sessions been taken, you will have attended staff training where the head 
coach will have explained sessions and coaching ques agreed. Head coach to attend 
THQ group meeting or video explanations. 
 
It is recommended that sessions are practised and experienced in order to understand 
how they feel and work. 
 
At every THQ location there must be 6 different stations which will be laid out by THQ 
Group LTD. The sessions will change on the first Monday of every month. 
All THQ equipment will be commercially certificated machines.   
 
1) Leg extension  
2) Squat rack with barbell 
3) Dip machine or bar screwed to wall  
4) Cable machine with accessories  
5) Bench  
6) Back row machine  
 
Extras  
Dumbbell rack, mats (mats must be changed 6 monthly)  
 
Strength room layout  
 
Squat rack, rack of dumbbells, mats and bench.   
 
Sessions must follow below structure unless a new member, member with injury, 
member with illness, member with lack of mobility is in the session. 
 

• Be in gym 15 minutes before session start time with room set up ready for the 
day’s session 

• Circulate with members making conversion 

• Check all members in on mindbody 

• Start explanation & demo of sessions (2-3 minutes) 

• Lead warm up (3-4 minutes) 

• Main Session 

• In main session keep hands unfolded and out of pockets 

• No using phones during sessions 
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• Walk the room making sure to spend time individually with members 

• Explain and demonstrate strength round 

• Stretch and cool down 

• Praise members and say goodbye 
 
The above structure will always be how to run a transformation session; however, 
things may change for the below reasons; 
 
A new member – lower body exercises only body weight for first couple of sessions. 
Upper body exercise can use weights but focus on form. 

 
Injured member – advise member to refer to physio module, adapt exercise in order 
to accommodate an effective workout, for example, injured knee swap lower body 
exercise for an upper body exercise. 

 
Member with illness – advice to back off 50% in session. 

 
Member with lack of mobility – review in more detail in members area, using coaching 
sense to improve mobility and keep effectiveness of workout. 

 
11. Trainers Duties and Responsibilities 
 
Members results must always be the priority, try to go above and beyond & make the 
member feel part of the community. 
 
We want THQ trainers to be the very best in town – getting THQ members the very 
best results in town. 
 
THQ expects maximal efforts day in day out to help our members achieve better 
results than they have ever done before. Thinking outside the box in any way possible 
to get the members the body shape they want. 
 
Trainers must always be working around THQ 3 main fundamental pillars; 
 

• Getting members amazing transformations/results 

• Saving members time 

• Building the community  
 
THQ has a strong passion for weight training to achieve lasting results. This passion 
must be adhered to in THQ’s trainers own training.  
 
THQ’s mission is to help change people’s vision of group training and stopping them 
wasting time on classes such as spin, kettlercise, body pump, Zumba. Your belief in 
this will help THQ’s mission and help make you the best trainers around.  
 

Trainers other responsibilities 
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Organising with head coach (for the specialised group programs e.g. Leaner legs) 
before and after photos – no amendments can be made after agreeing with admin. 
Any mistakes the trainer will cover cost of admin work done to change photos on 
posters. 
 
No use of mobile phones during sessions other to check members in or use in 
emergency. 
 
Head will organise overall cleaning however general tidying, hoovering, quick wipe of 
use kit and promote professional appearance of gym must also be the responsibilities 
of the trainer on site. 
 
Trainer must THQ branded clothing at all times and appearance to be clean, 
professional and smart. 
 
If you have a walk-in enquiry or referral from a member, take full name and contact 
number. Hand this to your head coach as soon as possible.  
 
Switching off lights and securing place when leaving.  
 
Helping on shoot days. 
 
Attending monthly training.  
 
Attending progression seminars. 
 
Being aware latest weight training and nutrition research. 

Texting Members 

 
When a member joins they will be assigned to a trainer. The member will be expecting 
a welcome message from yourself welcoming them to THQ and offering any 
assistance needed. This needs to be sent within 24 hours of the member joining THQ. 
 
Once assigned member on Facebook by admin, trainer will send welcome text as 
below; 
 
Hi my name is …….. Welcome to THQ. I am your go to trainer if you have any issues 
with your nutrition or training. Have you got any questions on the HQ Meal Plan? Have 
you managed to book your sessions? I will check in on you every couple of weeks but 
keep me updated more often. See you in a session soon. 
 
Trainer must then text/contact the assigned member every two weeks – message 
content up to trainer. 
 
Ideas to message member; 
 

• Food diary’s  

• Progress, measurements, results from first 6 weeks 

• Discuss shoot or programs 
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• Upcoming social events 

• Setting goals  
 

General Tidiness 

 
Although the head coach is responsible for cleaning, you must keep the gym looking 
smart and clean. This includes hoovering, wiping down kit, making sure cups and 
rubbish thrown away and gym set up for the next or tomorrows sessions.  
 
Potential members could walk through the door at any moment and we hope you want 
the gym to be looking its best. 
 

12. Head Coach Duties & Responsibilities 
 
The main role of a head coach is to ensure the facility is running efficiently and 
smoothly, with the main focus on getting members results. 
 
Everything the head coach does it to centre around THQ 3 main fundamental pillars 
 

• Getting members amazing transformations/results 

• Saving members time 

• Building the community  
 

Consultations 

 
Head coach only person responsible for consultations and cannot be delegated to 
anybody else, if the potential member cannot attend allocated consultations. You must 
allocate a time when they can come, this may mean coming in when not on shift or on 
days off. 
 
Head coach will organise times and dates, head coach can then decide if they wish to 
do individual or group consultations. From previous experience, maximum 10 leads in 
a consultation as we want you to make it a personal experience for the lead as you 
need to ask questions such as; 
 

• What exercise are you currently doing? 

• What’s worked and what hasn’t worked for you in the past? 

• Have they made any received progress? 

• What’s their nutrition like? 
 
The exception is when the head coach first has to open a facility and may need to do 
large groups to boost membership number. 
 
The head coach will be following a pre-scripted presentation that is used at other THQ 
locations and works well. It pushes the 6-week meltdown challenge and shown how it 
benefits the potential member, then with a view to do a 12-week shoot.  
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The head coach has to make the lead visualise the journey and get them excited that 
they can final achieve the body shape they want.  
 
Once membership at a 70-80 plus, you would want the consultations to be on the last 
week of the month. This works well for new sessions (change on first Monday of 
month) and takes them up to the next direct debit payment (15th of month). 
 
All other consultations use the 6-week presentation but adjust pro-rota. 
 
Once lead decides to join, joining form and PAR-Q forms must be completed. New 
member’s details added to system, mailing list, assign a trainer to new member in staff 
group. Payments and contracts set up on day of consultation. 
 
Forms destroyed within 24 hours. 
 
Consultation should be lasting circa 45 - 60 minutes. Once forms have been filled out, 
the head coach must run through the meal plan with members, adjust for dietary likes, 
dislikes, intolerances & allergies’. It’s important to explain we don’t ban any type of 
food but they need to stick to the plan 90% of time for the 6 weeks. 
 
The head coach finishes the consultation by give the new member a task to do that 
night or next morning. The member must take a progress photo front, back and side. 
The member must also be show how to take tape measurements of legs, waist and 
arms. The member also needs to take scales weight but tell them to weigh or take 
measurements again at the end of the 6 weeks. 
 

Admin, Facebook & system duties 

 
The head coach will need to be aware of all members payment processes and errors. 
If there any standing orders these need to be checked once a month. All cash needs 
to be banked on the day or day after receiving. 
 
Payment of staff, cleaners and contractors to be paid on the 15th of each month using 
your online banking. 
 
The head coach needs to use mind body to monitor members usage, whether 
overbooking or under using. Contacting members who have overbooked to cancel 
sessions and contact members who have not been in for 4 weeks or more to see if we 
can help them in anyway.  
 
Head coach produces a weekly member joiner and member leaver report. All 
information presented to THQ group on weekly call. 
 
THQ group to show how head coach how to compile reports. 
 
Head coach will receive monthly session from THQ Group and discuss with group so 
fully understood. 
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Head coach must be active in the main Transformation HQ support group rather than 
personal page, this is the only place head coach can post THQ information or content.  
 
Once head coach starts their shoot, they will make a Facebook group for shoot 
participants only and be active in the group. 
 
Once THQ Leek has hit 80 members plus, outsourcing of admin to THQ Group. The 
roles handed over will be; 
 

• Adding members to system 

• Adding members to text list 

• Adding to mail chimp 

• Announce on staff Facebook group new member and trainer assigned 

• Processing card payments a setting up contracts  

• Send out member pack (letter, wrist band, scratch card) 
 

Staff training/meetings 

 
The head coach may organise and hold a staff meeting to discuss with trainers any 
gym logistics or member issues that need sorting. The head coach will talk with trainers 
for 30 minutes about current members existing status with training & nutrition. The 
head coach needs to discuss with staff any problems or ideas that have arisen and 
report all information back to Carl and Ryan in weekly call. 
 

Head Coach’s role with 12-week shoot 

 
THQ group will set four photoshoots for the year. There will be a start meeting, halfway 
meeting and a shoot day which head coach will run & attend. Nothing can be delegated 
out. It must be noted that a THQ location’s first shoot will be the most important one. 
The standard of results will be consequence of leads coming through the following 
months – the high standard transformations bring in a lot of leads to grow the THQ 
location to its full potential. 
 
The head coach will be responsible for promotion of shoots, the head coach will 
purchase a year calendar and put shoot meeting, half way shoot meetings & shoot 
day dates. This keeps members aware of shoot so they can plan when they wish to 
do the 12 weeks shoot process. In the weeks leading up to the shoot the head coach 
must be promoting & encouraging members to go through the next shoot, the head 
coach must remind the trainers to do so. When warming up or cooling down – it’s a 
great opportunity to discuss next shoot. 
 
The head coach will email once a week and post once a week for a whole month 
leading up to the shoot meeting. These emails and posts will be explaining the benefits 
& results the shoot process produces – all posts with a date reminder. 
 
In terms of members, ideally, they will have had 3 months training with HQ for shoot 
program. However, members maybe keen to get started sooner so they as a minimum, 
must have gone through the 6-week meltdown challenge and shown they can 
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understand the HQ meal plan and are consistent with attending training sessions, then 
they can enrol on to shoot.  
 
It must be stated to members that to enrol on to shoot they have to attend meeting 
(even if they have done a shoot before). From previous experience we have found that 
people who don’t attend meeting are not very focused. 
 
Although all members are equally important, as a head coach you must make sure the 
members enrolled onto shoot are tracking calories, making sessions, recovering well.  
 
The shoot meeting presentation will be provided by THQ group for the head coach. Its 
main purpose is to help focus the member, keep things simple, explain the process of 
12 week shoot process. The half way meeting at week 6 will be a lot sterner – with an 
emphasise to really knuckle down, no alcohol, no junk food, training hard & frequent, 
hitting calorie targets every day. 
 
After the shoot start up meeting, members will need their calories sent with handbook 
(THQ group to train head coach on calories). Add to a MailChimp list & private 
Facebook group. It’s a benefit to add members as friends on Facebook as you can tag 
in the future when photos get released.  
 
The head coach will work out calories for the member. THQ group will show how to 
work out calories for members. Get the member to email you so you can reply back 
with calories and hand book (getting them to email you means your emails wont be 
junked). You then have a current email address to add to MailChimp and Facebook 
group invitation. 
 
SHOOT WEEK 
 
The head coach will have checked in with the pre-approved photographer to make 
sure all ok. At the beginning of the week time slots for members will organised by head 
coach & be emailed out with reminder on peak week instructions. 
 
On the day of the shoot, head coach will be there early to help photographer set up 
and clear room. 
 
Head coach will need to have a trainer on duty being paid minimum wage. The trainer 
will organise and greet upon arrival, pump members up, apply oil if necessary, have 
member ready to go on time.  
 
Each member gets a 15 minute shoot slot.  The head coach must follow poses set by 
THQ group. 
 
After shoot and once received photos back from photographer. Head coach sorts 
through photos, uploads all photos to Shootproof. Head coach picks best three photos 
to be given to member complementary (these three photos must prioritise best 
definition). 
All other photos can be offered to member to buy for £9.99. Head coach will need to 
have set up a business PayPal account to receive funds.  
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Shoot results can be posted on Facebook group with all other results from THQ. 
 
You should already have a before photo from initial consolation, this with the after 
photo chosen by member from their complementary three photos, will be sent to THQ 
Group for approval. Once approved coach will send over to admin for poster and print, 
you will receive and invoice for work completed. Admins time will be paid for by THQ 
Group.  

      Head Coach Other duties 

 
Promote members area on website and YouTube channel to help members with 
training, nutrition and mindset.  
 
Local advertising opportunities such as newspaper, leafleting, local events, in town 
posters etc will be paid for and organised by head coach. 
 
Ensure stock of cups, blue roll, cleaning products are always in gym. 
 
Ensure cleaner is coming in and doing jobs. 
 
Poster to be put up in gym and replaced when member achieves a better 
transformation. 
 
Head coach must wear THQ branded clothing at all times and appearance to be clean, 
professional and smart. 
 
Be aware of the latest weight training and nutrition research. 
 
Head coach to organise Christmas party and summer ball. 
 
Up selling of protein edge & other supplements – strict rule of no other supplement or 
products to be sold other than Transformation edge supplements. 
 
 

13. Staff Meetings, Training and Appraisals 
 
Head coaches will video call Carl and Ryan once a week 
 

• How many consultations turned up, quality of lead, conversions of leads 

• How many leavers 

• How many active members   

• Budget and spending 
 
THQ Group meets head coach once a month at location 
 

• Trainers feedback and ideas 

• Overall moral and atmosphere 

• Head coach’s spirit 

• Head coach’s ideas and lead generation discussion 
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• General running of club 

• Discussion of payments from Direct debits, standing orders or cash. 

• Budget and spending 
 
 
Head coaches will meet their Transformation trainers once a month, head coach 
organise.  
 

• Chat to trainers about members current goals 

• Trainer moral and ideas 

• Text Lists 

• Gym Logistics 
 
All Staff meet once every 12 months appraisals 
 

• All staff from location meet THQ Group for training 
 
All Staff meet every 6 months for staff day out 
 

Visits and Meetings 

 
Head coach can visit THQ Group office at any point for advice, help or chats. THQ can 
request the head coach for a meeting whenever they see necessary.  
 
THQ group will be actively visiting locations to support head coach and trainers. 
 

14. THQ GROUP Roles and Responsibilities  
 

THQ Groups Successful Formula  

 
THQ group established Transformation HQ as a place to help people get the body 
shape they want. We encourage people to weight train and eat healthily as a way to 
save the member time through building a better metabolism by adding muscle, yet at 
the same time enjoy being in a THQ environment. This formula and structure has 
allowed the company to grow two full gyms within 4 years (written 2018). 
 
Leads and new members are already aware of our mission, beliefs & methods even 
before they join and this is down to THQ group’s strategy. Our content, emails, videos, 
advertising, website will continue this same idea & logic so that your THQ location will 
be an immediate success. 

 

The Start Up 

 
THQ role is to support the head coach of each THQ locations. We want to give the 
Head coach and trainers the support, guidance and information for your THQ location 
to be successful. A successful THQ location is a place that’s has a thriving 
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membership base, is producing many high-quality body shape transformations & has 
a buoyant atmosphere/environment.  
 
THQ group initially invests with the head coach is 50:50 to fund the start-up of a new 
location. The group will then be heavily involved of the set of the new location, assisting 
with finding location, purchasing and using experience of setting up previous THQ 
locations. 
 
Once new location has been set up and is open for business, THQ group will send 
leads to the head coach for consultations. Each new location will benefit from the 
strong THQ brand & previous transformations – this enables each location to have a 
strong start with members joining before we open and in the first few weeks. All leads 
will be sent to the head coach as they come into website, email & social media pages. 
 

Marketing 

 
THQ group will take hold of the marketing of Transformation HQ, which promotes all 
locations.  
 
THQ will provide advertising on social media (most cost effective and highest ROI). 
Local advertising opportunities such as newspaper, leafleting, local events, in town 
posters etc will be paid for and organised by head coach. 
 

Social Media & Website 

 
Social media accounts and groups are owned and run by THQ group, these will be 
open to all members and a great way to interact with your members. No other social 
media pages or groups can be set up to promote THQ, the head coach can make a 
small group for Shoot participants, THQ group may request to be added to shoot 
groups. 
 
The group will control and promote the website, the main page will show our best 
before and after photos, give away free content, display success stories, and capture 
leads. The head coach cannot set up any website. 
 

Content 

 
THQ group will continue to produce more content for the benefit of all locations. This 
will include videos, free ebooks, blogs, posts etc. All free content will be promote 
around your local area and be pushing them to enter contact details. 
 

Email 

 
THQ group will email and contact potential leads with free content and tips weekly, the 
group will also contact your members giving free content and tips weekly. Head coach 
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can contact members with in house news via email, this may be drafted and sent to 
admin for scheduling.  
 

Admin 

 
When membership base gets to 80 members, admin can be outsourced THQ group. 
They will pay for hours on admin work for you THQ location. Admin work included is 
new members, adding to new members to text lists, sending new members welcomes 
emails, design of posters, organising of posters (poster printing costs to THQ Leek). 
 
 
 
 

  
THQ Group 
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15. Confirmation of Receipt of Handbook Form 

 
 
 
THQ Group 
 
 
 

Name: 
 
 

Job Role: 
 
 

THQ Location: 
 
 

 
 
 
I confirm I have received a copy of the THQ Group Staff Handbook and that I have 
read this and understood the contents.  
 
I also confirm that I have sought clarification from my head coach on any issues 
outlined in the Handbook which I am not clear about. 
 
 
 
 
Signed: ___________________________________________________ 
 
 
Date: _____________________________________________________ 
 
 
 
 
Please return this form duly completed and signed to your head coach or THQ Group. 
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