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1. Introduction
West Melton Gymnastics Club is committed to providing a safe and healthy environment for all participants,
including gymnasts, coaches, staff, volunteers, parents, and visitors. This Health & Safety Manual outlines
our commitment, responsibilities, and procedures to minimise risk and respond effectively to incidents. This
manual is a working document and will be reviewed regularly.

2. Health & Safety Policy
West Melton Gymnastics Club aims to:
- Provide and maintain a safe environment for all club activities
- Identify and manage hazards in the gym and surrounding areas
- Comply with relevant New Zealand health and safety legislation and GNZ manuals
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- Promote a positive safety culture through communication and training
All members of the club are expected to take reasonable care of their own health and safety and that of others.

3. Responsibilities
3.1 Club Committee
The Committee is responsible for:
- Ensuring health and safety systems are in place
- Reviewing health and safety policies and procedures
- Supporting staff and volunteers to meet safety requirements

3.2 Coaches and Staff

Coaches and staff are responsible for:

- Supervising gymnasts at all times

- Following safety procedures and coaching best practice

- Reporting hazards, injuries, and near misses

- Ensuring equipment is used safely

- Fill out incident reports when necessary and send to Admin

3.3 Volunteers

Volunteers are responsible for:

- Following club health and safety procedures

- Reporting hazards or concerns to a coach or committee member

3.4 Gymnasts and Parents/Caregivers

Gymnasts and parents are expected to:

- Follow club safety rules and instructions from coaches

- Report any injury (old or new) or safety concerns to coaches

4. Hazard ldentification and Management
4.1 Identifying Hazards
Hazards may include:
- Gymnastics equipment
- Gymnasts learning new skills
- Slips, trips, and falls
- Inadequate supervision
- Unsafe behaviour
Hazards should be reported to a coach, admin, or committee member as soon as possible.

4.2 Managing Hazards

The club will manage hazards by:

- Eliminating hazards where possible

- Isolating hazards from participants

- Minimising risks through supervision, rules, and training

A hazard register should be maintained and reviewed regularly.

5. Accidents, Incidents, and Near Misses
5.1 Injury Management
All injuries must be reported to a coach immediately as they occur. First aid will be administered by trained
coaches where required. Serious injuries will be recorded via an incident report and parents contacted
promptly. Any pre-existing injuries should be told to the relevant coach, so training can be adjusted around
the injury.

5.2 Incident Reporting

All accidents, incidents, and near misses must be recorded. An “incident” includes any event that could
affect the safety, wellbeing, or experience of participants, staff, or visitors, such as:

* Injuries or medical events

* Behavioural issues (e.g., participants refusing to follow instructions, disruptive behaviour)

* Environmental or facility issues (e.g., weather-related problems, equipment faults, leaks)



* Any other situation that could cause concern or complaints

Incident forms should be completed as soon as practicable.

Escalation:

* Any incident where a parent is called unexpectedly must be documented and escalated to Admin.

» Serious incidents (those with significant safety, operational, or reputation impact) must be escalated to
Admin and the Committee.

This ensures that Admin and the Committee are aware of incidents promptly and can respond appropriately,

and helps maintain clear communication in case follow-up is needed with parents or staff.

6. Emergency Procedures
6.1 Fire Emergency
Evacuate the building immediately using the nearest exit. Assemble at the designated assembly point
(paddock outside of gym in Rolleston, Darfield Recreation Centre has one designated). Coaches to account
for all gymnasts and contact parents.

6.2 Earthquake
Drop, Cover, and Hold. Evacuate when safe to do so, following the above procedure.

6.3 Medical Emergency
Call emergency services if required. Administer first aid by coaches, all of whom are trained in First Aid.
Contact parents or caregivers, which Senior Coaches have access to on Friendly Manager.

7. Equipment Safety
Equipment must be checked regularly for damage. Faulty equipment must be removed from use
immediately. Only coaches may set up or adjust equipment.

8. Child Safety and Wellbeing
West Melton Gymnastics Club is committed to providing a safe environment for children.
- All coaches and volunteers must follow child protection policies
- Any concerns regarding child safety must be reported immediately to Admin, who is our safegaurding
lead.
All reports will be handled sensitively and confidentially. Information will only be shared with those who
need to know in order to address the issue or meet legal obligations.

9. Training and Communication
Coaches and staff will receive appropriate training. Health and safety information will be communicated to
members. Safety rules will be clearly explained to gymnasts.

10. Review and Updates
This Health & Safety Manual will be reviewed annually or following any serious incident.

11. Acknowledgment
All coaches and volunteers are expected to read, understand, and follow this Health & Safety Manual.
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