
 
 

 

Emergency Situations Policy – Icon Gymsports 
Reviewed 17/07/2025 

 
This policy outlines the procedures to be followed in the event of an emergency to ensure the safety of 
all children, staff, and visitors at Icon Gymsports. Emergencies may include power outages, serious 
accidents, fire, natural disasters, or any situation that threatens the safety of individuals onsite. 
 
1. General Guidelines 

●​ In any emergency: 
●​ Stay calm and think clearly 
●​ Prioritise the safety of the children 
●​ Follow directions from the most senior staff member present 
●​ Contact emergency services (000) immediately if there is a serious threat or injury 

 
2. Fire or Smoke 

●​ Follow Evacuation procedure 
●​ Use the fire and safe evacuation policy. 
●​ Remember the ALERT whistle (1 LONG WHISTLE) and if necessary, the EVACUATION whistle (3 

short whistles). 
●​ Gather at the designated evacuation assembly point outside the building. 
●​ Take a roll call to ensure all children and staff are present. 
●​ Call 000 and wait for further instructions from emergency services. 
●​ Do not re-enter the building until it is declared safe. 

 
3. Power Outage (Blackout) 

●​ In the event of a power outage, the Floor Supervisor on duty will take charge. If no Floor 
Supervisor is present, the most senior coach onsite will assume responsibility 

●​ Stop all gymnastics activities until power is restored 
●​ Ensure children remain calm and seated in a safe area away from equipment 
●​ Take role to ensure all children are accounted for 
●​ Use torches or emergency lighting where necessary. 
●​ Report the outage to management and check the Ausgrid website for updates on the expected 

power restoration timeline 
●​ If the outage is expected to be prolonged, parents/guardians should be contacted to arrange 

early collection of children 
●​ In the event that phone service isn’t available, one staff member will leave to contact 

management to ask for instructions and coordinate communication.  
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4. Lockdown  

●​ In the event of a lockdown or threat, the Floor Supervisor will take charge. If no Floor Supervisor 
is present, the most senior coach onsite will assume responsibility. 

●​ Move children to a safe, secure area inside the building. 
●​ Close main door and roller doors immediately  
●​ Keep children quiet and calm. 
●​ Do not allow anyone to enter or exit until the situation is resolved. 
●​ Call 000 and follow police instructions. 
●​ Notify parents only when safe to do so. 

 
5. Natural Disasters (e.g. Earthquake, Flood, Storm) 

●​ In the event of a natural disaster, the Floor Supervisor will take charge. If no Floor Supervisors are 
present, the most senior coach onsite will assume responsibility. 

●​ Follow the specific response for the situation: 
●​ Earthquake: Shelter under a solid object away from windows. 
●​ Flood/Storm: Move to higher ground, stay indoors, and avoid electrical equipment. 
●​ Once safe, contact emergency services if needed. 
●​ Assess damage and determine if evacuation or early dismissal is necessary. 

 
6. 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 (do not leave them unsupervised) 
●​ Check immediate areas, including all inside, outside and adjoining areas. 
●​ Telephone the child's parents to check/inform of their whereabouts. 
●​ Telephone Police and provide: 

o​ Child’s name 
o​ Address 
o​ Time noticed missing 
o​ Description of child and clothing worn 

●​ A full written report is to be forwarded to club management as soon as possible.  
 

7. 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.  
●​ Do not attempt to apprehend or interfere with the unauthorised person, except in the case of 

self-protection. 
●​ If possible, get a good description of the person. Note height, weight, sex, colour, 

approximate age, clothing, method and direction of travel, and name if known. If the criminal 
is entering a vehicle, note the licence number, make, model, colour and any other 
outstanding characteristics.  

●​ Telephone the police and parents. 
●​ A full written report is to be forwarded to the club management as a soon as possible.  
●​ UNDER NO CIRCUMSTANCES SHOULD ANY UNNECESSARY RISK BE TAKEN! 
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8. Hostage Situation 
In the event of the club being under siege, the following procedures 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 the opportunity arises and it is SAFE to do so. 
●​ Evacuate children and staff ONLY when it is safe to do so. 
●​ When an emergency is over, contact club management immediately, who will contact all 

parents.  
●​ A full written report is to be forwarded to club management as soon as possible.  

 
9. Communication & Reporting 

●​ All incidents must be reported to management immediately. 
●​ An incident report must be completed within 24 hours. 
●​ Parents must be notified promptly if their child was affected or witnessed the emergency. 
●​ After any major incident, a debrief will be conducted with staff to review and improve 

procedures. 
 
10. Staff Responsibilities 

●​ Be familiar with all emergency exits, assembly points, and emergency equipment. 
●​ Know the location of first aid kits and fire extinguishers. 
●​ Ensure all children are accounted for during and after any emergency. 
●​ Hold annual emergency response training and drills. 

 
11. Review 
This policy will be reviewed annually and after every fire drill or incident to ensure it remains up to date 
and effective. 
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