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Gala Academy’s Emergency Policy 

The purpose of this policy is to ensure the health, safety, and welfare of students, parents/guardians, coaches, 

trainee coaches, yoga instructors, and staff during any emergency occurring at Gala Academy sessions. This 

includes badminton, yoga, afterschool activity support, and any other activities offered by the Academy. 

Scope 

This policy applies to: 

• All Gala Academy sessions and programmes held at hired venues, including schools, community halls, 

or leisure centres. 

• All staff, trainee coaches, yoga instructors, and volunteers. 

• All physical, medical, security, or cyber-related emergencies. 

Key Principles 

• Safety First: Protect participants, staff, and visitors before taking any other action. 

• Immediate Notification: Inform the Gala Academy Manager as soon as safely possible: 

• Send a message to the official Coaches’ WhatsApp group (number provided at induction). 

• Place a group voice call if the situation is serious or evolving. 

• If WhatsApp is unavailable, telephone the Manager directly. 

• Venue Staff Coordination: If venue staff are present, inform the venue manager immediately and follow 

the venue’s emergency procedures. 

Types of Emergencies 

• Serious injury or medical incident 

• Fire or suspected fire 

• Severe weather, flooding, or utilities failure 

• Building damage 

• Security threat or intruder 

• Cyber-attack affecting bookings, personal data, or online systems 

• Any other event that threatens people, property, or Academy operations 

Roles and Responsibilities 

Role Responsibilities 

Session Lead (Coach or 

Activity Leader) 

Take charge of emergency response, call 999 if necessary, notify Manager via 

WhatsApp/message/voice call, and inform venue manager if staff present. 

Trainee Coaches / 

Assistant Staff 

Support Session Lead, guide participants to safety, bring register and first-aid kit, 

follow venue procedures if applicable. 

First-Aid Officer Provide first aid and document incident. 

Parents/Guardians Follow staff instructions and remain in designated viewing or assembly areas. 

IT/Data Lead (Off-site) Manage cyber incidents, isolate affected systems, and report to the Manager. 
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Emergency Procedures 

• Protect People: Stop activities and move participants to a safe location or assembly point. 

• Call Emergency Services: Dial 999 if required (ambulance, fire, or police). 

• Notify Manager: Send a WhatsApp message to the official Coaches’ group and make a group voice 

call if appropriate. 

• Inform Venue Staff: Alert the venue manager and follow their emergency procedures. 

• Account for Everyone: Use the register to confirm all participants and staff are safe. 

• Provide First Aid: Administer care as needed and keep participants calm. 

• Await Emergency Services: Follow instructions from the emergency responders. 

Communication  

• Parents/guardians not present are contacted by phone or text. 

• Only the Gala Academy Manager or a designated spokesperson communicates with media. 

• Venue staff should be kept informed when present. 

Training and Records 

• All staff, trainee coaches, and instructors receive training on this policy, first aid, venue emergency 

procedures, and cyber security. 

• All incidents must be recorded in the incident log, including WhatsApp messages and call records. 

• The policy is reviewed annually or following any significant emergency. 
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