
EMERGENCY SITUATION 

 

Gymnastics Townsville is committed to the planning and training of all members in emergency 
management, ensuring that all reasonable steps are taken to maintain the safety and welfare 
of all members at all times. In demonstrating management’s duty of care, we will make every 
reasonable effort to provide a working environment that minimises risk of personal injury, ill 
health or damage to property. This includes: 

▪ Establishing emergency management and evacuation plans 
▪ Providing and maintaining emergency facilities 
▪ Informing those affected about actions for protecting themselves 

 
All staff must ensure that they are familiar with all emergency procedures, including dealing 
with: 

▪ Fire 
▪ Accidents / Injury 
▪ Unauthorised person attempting to remove a child from the premises 
▪ Hostage Situation 
▪ Missing Child 
▪ Cyclone  

• Staff In-Service Training -  
In order to make all coaches and other staff familiar with Emergency Evacuation procedures, 
"hands on" drills will be conducted at the club at least once per term.  These will usually be 
held in conjunction with a staff meeting.  Drills will be conducted to cover various scenarios 
which may occur at the club to include evacuations for both competitive and recreational 
classes.  The drill will be followed by discussion and feedback from staff members as to the 
best ways to implement future evacuations within the club. 

• Fire / Emergency Drills -  
In accordance with the guidelines set down by Gymnastics Queensland, the club will conduct 
random fire drills.  It is intended that drills be conducted every term. 

• Fire / Emergency Procedure -  
The club will follow the Fire / Emergency guidelines as detailed on posters displayed 
prominently throughout the building.  The following points also need to be considered: 
1. Remain calm 
2. Wardens and Deputy Wardens have been appointed. In their absence, the most senior 

coach present will assume the role of fire warden.  
3. If the fire is small, the fire warden may fight it with a fire extinguisher or fire hose. Ensure 

that the correct extinguisher is used for the type of fire. If unsure check the label on the 
extinguisher. If the fire becomes uncontrollable, activate the internal building fire alarm to 
warn all occupants to commence evacuation. 

4. If the fire is large, very smoky, or rapid spreading, evacuate the building immediately. The 
internal building fire alarm should be activated to sound the alarm and commence 
evacuation. 

5. Evacuation plan diagrams are on display throughout the building.  Coaches need to ensure 
that they are familiar with these. 



6. The fire warden should delegate someone to: 
▪  check all toilets, storeroom, administration office, coaches office, mezzanine floor, 

meeting room, staff room and kitchen/canteen areas during an evacuation, 
▪ Phone Emergency Services (000), stating: 

➢ Type of Emergency  Fire 
➢ Name and position    
➢ Telephone number   4725 5099 
➢ Location    33 Dalrymple Road 
➢ Casualties / unaccounted people 
➢ Assistance required 
➢ Known hazards 

7. Coaches are to assemble their groups in the designated fire assembly area in the carpark.  
8. The attendance register will be used to check that all gymnasts are accounted for. Seat all 

members and call the roll. Report any missing persons to the fire warden or attending fire 
officers. 

9. Attend to those requiring first aid. 
10. Do not re-enter the building until directed by emergency services personnel. 
11. Fire Warden to notify the Management Committee as soon as it becomes safe to do so.  

• Accident Emergency Procedure -  
If an injury occurs, the following procedure MUST be followed. 
1. Ensure that the rest of the class is safe (i.e. do not leave the gymnasts unsupervised) 
2. The most senior qualified first aid person should attend the injured person and assess 

the nature of the injury / give directions regarding necessary treatment 
3. If the injury is not serious, administer first aid and notify the parents / caregiver at the 

end of the class. 
4. If the person is seriously injured, do not move them unless there is a life threatening 

danger (eg. falling debris, fire, explosion). Stay with them and keep them as calm and 
comfortable as possible. 

5. Assign a responsible person to contact a parent / guardian and inform them of the 
situation, trying not to alarm them unnecessarily.  Emergency contact details are 
recorded on the gymnast record cards which are located in the staff room. 

6. If an ambulance is required, either consult the parent over the phone, or check the 
gymnast record card for authorisation to use an ambulance. If the parents cannot be 
contacted, the coach has the discretionary right to call an ambulance. 

7. If an ambulance is required, phone Emergency Services (000), stating: 
➢ Type of Emergency Service Ambulance 
➢ Name and position    
➢ Telephone number   07 4444 4553 
➢ Location    33 Dalrymple Road 
➢ Condition of the casualty 
➢ Type of injury 
➢ How the injury was sustained 
Do not hang up the phone until instructed by the ambulance operator 

8. Complete an Injury Report Form no later than the conclusion of that training session. 
Ensure that all witness details are included on the form. 

9. If the injury is serious, notify the Club President.  



10. Follow up with the casualty / parents to check on diagnosis and progress. Provide a copy 
of the insurance claims procedure and discuss applicability / benefits of the insurance 
coverage – check with a head coach if unsure. 

11. Gymsport Director to review all injury report forms on a monthly basis and prepare a 
summary report for the management committee. 

• Unauthorised Person -  
In the event of an unauthorised person attempting to remove a child from the club 
premises, the following procedure must be followed: 

▪ Remain calm 
▪ Staff to remove the child from the immediate area of the unauthorised person, if 

doing so does not put the staff member at risk. 
▪ Do not attempt to apprehend or interfere with the unauthorised person, except in 

case of self-defence 
▪ If possible get a good description of the person. Record approximate height, weight, 

gender, colour, age, clothing, method and direction of travel, and name if known. If 
the person is entering a vehicle, note the license plate number, make, model, colour, 
and any other characteristics of the vehicle. 

▪ Telephone the police / parents 
▪ Notify the club president of the incident. 
▪ A full written report should be forwarded to the Gymsport Director/Operations 

Manager as soon as possible. 
Under no circumstances should any unnecessary risk be taken. 

• Hostage Situation -  
In the event of the club being under siege, the following procedure must be followed: 

▪ Remain calm. 
▪ Remain with the children at all times. 
▪ Protect children from possible dangers. Do not aggravate the perpetrator. 
▪ Alert emergency services if an opportunity exists, and it is safe to do so. 
▪ Evacuate children and staff only when it is safe to do so. 
▪ When the emergency is over, contact club management immediately, and arrange 

for all parents to be contacted. 
▪ A full written report is to be forwarded to the management committee as soon as 

possible. 

• Missing Child -  
In the event of a child missing from the club, the following procedure must be followed: 

▪ Ensure the rest of the class is safe (ie. do not leave them unsupervised). 
▪ Check the immediate vicinity, including all rooms, toilets, showers, mezzanine floor, 

open air courtyard, and adjoining areas. 
▪ Telephone the child’s parents to check / clarify the child’s whereabouts. 
▪ Telephone the police and provide the child’s name, age, address, time noticed 

missing, and a description of clothing that the child was last seen wearing. 
▪ Notify the Gymsport Director/Operations Manager and Club President  
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