
 

 
 

Aim  These emergency procedures have been designed to provide a system and 
resource to deal with all emergencies that could adversely affect participants, 
activities or property at Goulburn-Mulwaree Athletics Club (GMAC) located at 
Hudson Park, Goulburn.  

Scope Applies to: 

 Hudson Park - Hurrell Street, Goulburn (within the fence however includes the 
driveway and carpark area). 

 All participants of Goulburn-Mulwaree Athletics Club and their guests during 
club meets and competitions. 

 All planned activities. 

Context  In the event of an emergency, arrangements must be in place for: 

o the safe evacuation of people from the park  

o medical treatment of casualties. 

 Preservation of life must take precedence over the protection of assets during 
any emergency. 

 Wardens override all normal management procedures during an emergency.  
These powers remain until the relevant emergency service takes control or the 
emergency is over. 

 All persons are indemnified against liability, resulting from genuine emergency 
evacuations, where the person acts in good faith. 

Duties  

  

President  Ensure that emergency evacuation procedures are developed and 
implemented for the clubs’ site location (Hudson Park). 

 Ensure that users during the scheduled club meet (participants, 
parents/guardians) are inducted in the emergency evacuation procedures for 
the area. 

EMERGENCY EVACUATION PROCEDURES 



Users  Comply with all reasonable directions during an emergency evacuation. 

 Participate and comply in emergency evacuation exercises. 

 Assist by reporting any potential hazards identified during an emergency or 
evacuation exercises. 

 Participate in the incident investigation process when required. 

Chief Warden 

 

The Chief warden shall be the most senior GMAC Committee Meeting member 
present at the time of the emergency incident. Generally this is the Club President 
with the Equipment Manager as the back up. 

The chief warden shall: 

 Ascertain the nature of the emergency and determine the appropriate 
response. 

 Ensure that wardens are advised of the situation. 

 Contact and liaise with the appropriate emergency services. 

 If necessary, initiate necessary actions and responses e.g. evacuation and 
controlled entry procedures (where possible, in consultation with emergency 
services). 

 Brief emergency services personnel upon arrival of the emergency and the 
status of the evacuation. 

 Ensure age group lists are taken by the Marshaling Officer to the nominated 
Evacuation Assembly Area to assist accounting for all participants. 

 Conduct incident investigations. 

Wardens  

 

At least 2 wardens, one being the oval warden and the other, the area warden, will 
be appointed by the Chief Warden. If the appointed wardens are not present at the 
time of the emergency, the chief warden will appoint the most appropriate person 
to perform the role. 

Wardens shall; 

 Communicate with Chief Warden by whatever means available and act on their 
instructions. 

 Implement emergency procedures for the area. 

 Commence evacuation if the circumstances warrant it and continue until the 
Chief Warden has declared the situation safe. 

 Assist the Age Managers, where required in conducting a role call of each of the 



age groups.  If any participant is unaccounted for, search area if safe to do so. 

 Advise the Chief Warden of the circumstances and action taken. 

 Advise the Chief Warden of the status of the evacuation of persons in your area 
(whether all persons have been evacuated or if any remain and where they are 
located. This information will be passed on to the responding emergency 
service).   

 If a person is unable to be evacuated to the evacuation assemble point, the area 
warden should, where safe to do so, assist them to a safe location and allocate 
a suitable person to remain with that person until the appropriate emergency 
service personnel arrive to assist.  

 In the event of a bomb threat, keep people away from parked cars. 

Marshaling Officer 

 

 

Communications 
personnel 

 

The Marshaling Officer will be each age group manager and,  

 A roll call is to be made based on the participants that attended that 
particular club meet using the activity sheet with all names listed on it. Any 
missing participant is to be notified to the warden. 

The communications officer will be appointed by the President as the most 
appropriate person and 

 Transmit and record instruction between Chief Warden and Wardens and 
affected participants and others. 

 Record the progress of the evacuation and any action taken by the Wardens. 

Media liaison 
personnel  

 

 On being notified of the emergency, the Club Media Liaison Officer will make 
contact with the Chief Warden and then make their way to the emergency 
evacuation assembly area. 

First aid officer 

 

For each club meet and carnival, a first aid officer shall be nominated by the Chief 
Warden. 

 On being notified of the emergency, the first aid officer will make contact with 
the Chief Warden and make their way to the emergency evacuation assembly 
area with the first aid kit (portable). 

 Establish a first aid treatment area.  Choose an area where ambulance access is 
possible. 

 Attend to injuries until the ambulance arrives. 

 Maintain records of the casualties taken for further treatment. 



Traffic control 
personnel 

 

For each club meet and carnival, the chief warden shall nominate a traffic control 
person. 

 On being notified of the emergency or being instructed by the chief warden, 
the Traffic Control Person will make contact with the Chief Warden and then 
make their way to the main access gate off Hurrell St, Goulburn. 

 The Traffic Control Person should control pedestrian and vehicle traffic 
attempting to enter the grounds, indicating that due to an emergency the area 
is temporarily closed to all pedestrians and vehicles. 

 The Traffic Control Person will check to ensure the main gate off Hurrell Street 
is accessible. 

 The Traffic Control Person should keep the driveway clear for emergency 
services. 

 Do not control pedestrian or vehicle traffic outside of the gate (i.e. Hurrell St).  

Training 

 

As the assembly points are in visible site from any place on the oval, the testing of 
the emergency evacuation procedures for the part is at the discretion of the Club 
President or if warranted.  

 If a test is conducted for the park, the exercise is to test the operation of the 
plan, identify deficiencies and provide participants with practical training on 
how the plan works.  

 

Record keeping 

 

Records are to be retained to verify the adequacy of the system.  

 Inductions 

 Incidents 

 Audits.  

 

Investigation 
following an 

emergency 

 

Consideration should be given to:  

 Official investigation by emergency services 

 Preservation of evidence for the investigation 

 Consultation and debriefing  

 Notifying insurance provider 



  

 Notifying Council.  

 

 



   

Emergency 
Codes 

Fire & 
Smoke 

Bomb 
threat 

Medical 
emergency 

Internal 
Emergency 

External 
emergency 

Evacuation 

 

Initial 
emergency 

response 

 

MOVE people to a safe area 

ALERT people in the immediate danger and the Chief Warden 

CALL the Emergency Services - dial 000 (24 hour service Police, Ambulance 
Fire & Rescue) or dial 112 from a mobile phone 

EVACUATE the area if necessary. 

 

Fire and 
smoke 

CODE RED 

If you discover a fire: 

 REMOVE people from the immediate danger area to the assembly points, if it is 
safe to do so; 

 ALERT other people in the immediate area; 

 CALL Emergency Services by dialling 000 and give the following details: 

o Exact location of the emergency 

o extent of incident 

o any need for medical assistance 

o your name and contact phone number 

 EVACUATE the area (see Code Orange). 

Bomb threat  

CODE 
PURPLE 

 Treat all bomb threats as genuine. If the bomb threat is in writing, retain the 
correspondence including the envelope or container.  If identified as a threat: 

o do not touch the object 

o arrange for forensic testing. 

 If received by phone, DO NOT HANG UP THE PHONE to assist with tracing the 
call and attempt calmly to extract information such as location of bomb and time 
set to explode. Record exact information. 

 If a suspect device is located, do not touch, tilt or tamper with the device.  

Emergency Procedures 



 Arrange for expert disposal of the device. 

Medical 
emergency 

CODE BLUE 

 If a person is seriously injured or ill, dial 000 ask for AMBULANCE.  Provide the 
following details: 

o your name, 

o phone number 

o location 

o number of people involved 

o details of the medical emergency. 

 Ensure another person can assist to escort or direct the ambulance to the site of 
the emergency. 

 If only basic first aid is required, call a First Aid Officer.   

First aid kits 

 First aid kit is located in the far northern storage room.  

 Names of first aid officers are posted on a list next to the first aid kit and on the 
Health and Safety notice board.  

 The first aid officer or person assisting the first aid officer shall complete the 
Track and Field Injury Reporting Form (copy enclosed in each first aid kit) and 
provide the original to the President.  

Internal 
emergency 

CODE 
YELLOW 

Biological Contamination 

 If an accident occurs that may contaminate an area with an infectious agent: 

o Isolate the affected area and post warning signs that state 'DANGER, DO 
NOT ENTER, CONTAMINATED AREA', 

o allow at least 30 minutes for aerosols to be dispersed and heavier 
particles to settle, 

o notify the Club President, who will determine the action to be taken. 

o decontaminate exposed personnel and restrict contamination to the 
smallest possible area. If skin is contaminated, wash under running 
water ensuring all washings are contained for disinfection. 

External 
emergency 

 Activation of the emergency plan will only occur on the authority of the Chief 
Warden. 



CODE 
BROWN 

 When you receive advice from the Chief Warden  

o stand-by to assist 

o await further instructions from Chief Warden. 

Evacuation  

CODE 
ORANGE 

Alert phase 

 When you are notified of an emergency:  

o remain calm; 

o stand-by to evacuate. 

Evacuation phase 

 When a Warden gives instruction: 

o stop your activity immediately  

o leave the area and take only essential personal belongings 

o walk (not run) to the nearest assembly point 

o stay at the assembly area until instructed to re-enter. 

After the 
emergency 

The chief warden shall ensure that the following actions have been taken: 

 Preserve all evidence relating to the incident including documents, computer 
information and materials. 

 Ensure that there is no interference with evidence. 

 Debrief involved personnel.   

 Review the events and processes affecting the emergency to ensure that the site 
preparedness remains appropriate and competent. 

 Identify deficiencies or weaknesses and update emergency response plan to 
rectify these together with a timeframe. 

Definitions Assembly areas… a designated place or places where people assemble during the 
course of an evacuation. 

Emergency preparedness… arrangements made to ensure that, should an 
emergency occur, all those resources and services that are needed to cope with the 
effects can be efficiently mobilised and deployed. 

Emergency evacuation plan… The written documentation of the emergency 
arrangements of our site.  It consists of the preparedness, prevention and response 



 

activities. 

Evacuation… the orderly movement of people from a place of danger. 

References  Clause 43 of the WHS Regulation 2011 

 Australian Standard AS 3745 – v2010 Planning for emergencies in facilities 

 Safe Work Australia 

http://www.legislation.nsw.gov.au/maintop/view/inforce/subordleg+674+2011+cd+0+N

