
 
 

 

Incident Reporting Policy – Icon Gymsports 
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At Icon Gymsports, the safety and wellbeing of our athletes, staff, families, and visitors is our top priority. 
All incidents, no matter how minor they may seem, must be reported using our designated online 
reporting system. Timely and accurate reporting allows us to respond appropriately, meet legal and 
ethical obligations, and improve our safety practices. 

1.​ When to Report 
An incident report must be completed following any of the following events, including but not 
limited to: 

●​ A disclosure made by a child 
●​ Any form of bullying or harassment 
●​ An emergency situation 
●​ A natural disaster or extreme weather event 
●​ Aggression or threatening behaviour of any kind, including verbal abuse 
●​ An accident or injury occurring within the facility, including the car park 
●​ Any situation that compromises the safety, wellbeing, or dignity of any person at Icon Gymsports​

 
2.​ How to Report​

All incidents must be reported using the official Icon Gymsports online incident report form. The 
form includes guidance on what information must be included and outlines any supporting 
documentation or follow-up actions that may be required.​
 

3.​ Submitting the Report​
Once submitted, the report is sent directly and confidentially to the Club Manager, Kylie, for 
review and action. The Club Manager is responsible for logging, filing, and following up on all 
incidents as necessary.​
 

4.​ Follow-Up and Record Keeping​
The Club Manager will determine what follow-up is required. This may include contacting 
parents or guardians, speaking with involved parties or witnesses, updating records, 
implementing safety measures, or reporting to external agencies if legally required. All incident 
reports are stored securely and treated as confidential. Reports are reviewed to identify patterns, 
reduce risks, and improve safety.​
 

5.​ Staff Responsibilities​
All staff are expected to be familiar with the types of incidents that require reporting, submit 
reports promptly (ideally on the same day), provide accurate and objective information, and 
maintain confidentiality and professional conduct at all times.​
 

6.​ Review 
This policy will be reviewed as needed to reflect changes in reporting systems, procedures, or 
regulatory requirements. 
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