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HCG Emergency Policy &

GYMNAsTICS

Purpose

Hamilton City Gymnastics (HCG) is committed to ensuring the safety of all gymnasts, staff,
volunteers, and visitors in the event of an emergency. This policy outlines the procedures for handling
fire, earthquake, lockdown situations, and a missing child. These procedures ensure that appropriate
responses are implemented, minimising risk and ensuring that all individuals are safe during
emergencies.

Scope

This policy applies to all gymnasts, staff, volunteers, and visitors present at Hamilton City Gymnastics
facilities or participating in HCG events, competitions, or activities.

Emergency Procedures
Fire Procedure - Page #2
Earthquake Procedure - Page #3
Lockdown Procedure - Page #4
Missing Child Procedure - Page #5

General Emergency Procedures for All Incidents - Page #6
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Fire Procedure

1. Activation of Fire Alarm:
1.1. Inthe event of a fire or suspected fire, the fire alarm system will be activated
immediately.
1.2.  If the alarm does not sound, any staff member can initiate evacuation by alerting
others and calling 111.

2. Evacuation:

2.1.  All gymnasts, staff, and visitors must evacuate the building immediately via the
nearest safe exit.

2.2. Gymnasts should be escorted by staff in an orderly fashion, ensuring no one is left
behind.

2.3.  Staff will ensure that all doors are closed but not locked to allow easy evacuation.

2.4. Assembly Area: The designated assembly area is the HCG car park. If this area is
not feasible, gymnasts, staff, and visitors should proceed to the end of the driveway.

2.5. Emergency Fire Warden: The Emergency Fire Warden will oversee the evacuation
and advise staff and gymnasts as necessary.

3. Parental Interaction:
3.1. No gymnasts can leave with a parent without informing the Emergency Fire
Warden.
3.2.  The Fire Warden will ensure that all gymnasts are accounted for before leaving the
assembly area.
3.3.  Communication with parents will be limited and only made where feasible during the
evacuation process.

4. Post-Evacuation:

4.1.  Members will remain in the safety of HCG until their parents or caregivers can collect
them.

4.2.  Alternatively, gymnasts can return to the facility once it has been deemed safe by
emergency services and the Emergency Fire Warden.

5. Fire Drill:
Regular fire drills will be held to ensure that all participants are familiar with evacuation
procedures.
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Earthquake Procedure

1. During an Earthquake:
1.1. Ifindoors:
i.  Drop to the ground, take cover under sturdy furniture (such as tables or
desks), and protect your head and neck.
ii.  If nofurniture is available, curl up in a ball on the floor, protecting your head
and neck.
1.2. If outdoors:
i.  Move to an open area away from buildings, trees, and other hazards.

2. Post-Earthquake:
2.1.  Once shaking stops, check for immediate hazards (e.g., fallen items, broken glass,
fires) and take appropriate action to mitigate risks.
2.2. If safe to do so, evacuate the building and proceed to the designated assembly area
(HCG car park or end of the driveway if the car park is not feasible).
2.3.  Staff will conduct a roll call to ensure everyone is accounted for and report to
emergency services if required.

3. Parental Interaction:
3.1.  No gymnasts can leave with a parent without informing the Emergency Earthquake
Warden.
3.2. The Earthquake Warden will ensure that all gymnasts are accounted for before
leaving the assembly area.

4. Communication:
4.1. Communication with parents will be limited and only made where feasible during the
evacuation process.

5. Post-Evacuation:
5.1. Members will remain in the safety of HCG until their parents or caregivers can collect
them.
5.2.  Alternatively, gymnasts can return to the facility once it has been deemed safe by
emergency services and the Emergency Earthquake Warden.
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Lockdown Procedure

1. Activation of Lockdown:
A lockdown may be initiated if there is a threat inside or outside the facility, such as:

An intruder on site

A person on site who poses a risk to others

A chemical spill or hazardous material release

Extreme weather conditions (e.g., tornado, severe storm)

Any other immediate security or safety threat that requires precautionary action.

The safety of all participants, staff, and visitors is paramount. It will always exceed other needs
or desires, such as the need to use the bathroom or access water, in a lockdown situation.

2. Lockdown Actions:

e All participants and staff must immediately move into secure rooms, away from windows
and doors.

e Lock all doors to prevent access from the outside.

e Turn off all lights and remain quiet.

e Staff should work to keep gymnasts calm and assure them that the situation is being
managed.

e No one is allowed to leave the secure area until an all-clear is given by a designated
authority.

3. Communication:

e The lockdown will be announced discreetly to all coaches and gym members, with a
calm but urgent tone, to avoid panic while still acting with necessary pace.

e The announcement will be clear: "This is a lockdown, not a fire drill. Please stay in the
gym, remain still, calm, and quiet."

e |[f the lockdown is triggered, communication with parents will be initiated as soon as it is
safe and feasible.

e Authorities will be notified, and staff will monitor the situation closely, remaining in
contact with local authorities as needed.

4. Lead by the Designated Warden:

During a lockdown, all procedures and actions will be led by the designated warden at the time
of the event, who will direct staff and gymnasts accordingly.
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Missing Child Procedure

1. Initial Actions:
If a child goes missing:

1.1.  Staff must immediately inform the Centre Manager or a senior staff member.
Staff will begin a search of the facility and surrounding areas, including bathrooms
and outdoor spaces.

1.3.  Other staff members will ensure that activities continue smoothly while the search
takes place.

2. Contacting Authorities:
2.1. If the child is not found within 10-15 minutes of the search, authorities (police) will be
contacted immediately.
2.2. The Centre Manager or a Senior Staff Member will coordinate with authorities to
assist in further action.

3. Communication:

3.1. Communication with parents or guardians will be initiated immediately to inform them
of the situation and ongoing search efforts. This will be communicated in a calm and
clear manner to prevent panic.

3.2. Parents or guardians will be updated as the search continues, and they will be
advised to remain on-site or in a safe location for further information.

3.3. If necessary, further steps will be communicated once the child has been found or the
situation is resolved.

4. Documentation:
4.1.  Areport will be written detailing the incident, including the time the child was last
seen, the steps taken during the search, and the final outcome.
4.2. This will be kept for review and future reference.

5. Follow-up:

Following the resolution of the incident, HCG will review the procedures to assess the
response and identify any potential improvements to prevent future incidents.
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General Emergency Procedures for All Incidents

1. Communication:
1.1.  In any emergency situation, HCG will ensure that clear communication is maintained
among staff, gymnasts, volunteers, and parents.
1.2.  Staff will have access to communication devices (phones) to contact emergency
services and provide updates.
1.3.  Staff will aim to communicate essential information to all relevant parties while
minimizing panic and ensuring clear, calm instructions.

2. First Aid:
2.1. A qualified first aider will be present at all times during HCG activities and events.
2.2. In case of an injury or medical emergency, first aid will be administered immediately,
and, if necessary, emergency services will be contacted.
2.3. The first aider will remain with the injured person until further medical assistance
arrives, if required.

3. Roll Call and Accountability:
3.1.  After evacuation or securing an area, staff will conduct a roll call to ensure all
participants are accounted for.
3.2. Inthe case of a missing person or child, a full search will be initiated, and relevant
authorities will be informed if the individual is not located within a reasonable time
frame.

4. Post-Incident Debrief:
4.1.  After any emergency, a debrief will be held with all staff involved to discuss the event,
identify strengths and areas for improvement, and adjust procedures as needed.
4.2. HCG will also ensure that appropriate psychological support is offered to staff,
gymnasts, and their families if needed to support recovery and wellbeing after the
incident.
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