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Introduction 

The following outlines the high level steps that an instructor should take in 
dealing with an incident that occurs within a lesson that requires attention 
from the instructor.  Such incidents could include but are not limited to: 

• Student in distress (e.g. crying) 

• Student misbehaving to the extent that they have to be removed from 
the class 

• Contamination of the training area 

• Identification of a Health and Safety risk in the training area 

• Any other incident which disrupts the normal running of the class. 

Where these guidelines conflict with training given in a current British 
Taekwondo instructor course or official first aid training, you should follow 
the official training you have received. 

 
 
When you first become aware of the Incident: 

1. Stay calm but act swiftly and observe the situation.  

2. Ensure that there is not a risk of injury to the students while you assess 
the situation – this could mean temporarily stopping the class or 
removing the students from the training area (e.g. if contaminants / 
danger are present).  NOTE: if evacuating the training hall, ensure you 
take your register with you to confirm that all students are present once 
you have evacuated.  

3. Listen to what the student(s) is saying to enable you to decide on 
appropriate action for them and the rest of the class. 

4. Decide who is the best person to deal with the incident: 

a. Is there another instructor present who can deal with this?  if yes 
go to step 5, if no 

b. Is there another instructor present who can continue the class 
safely while you deal with this? if yes go to step 5, if no 

c. Ask a responsible senior student (preferably adult) to supervise 
the group- in a low risk activity (which you should specify) whilst 
you deal with the incident (note: the low risk activity may be asking 
them to sit quietly and wait if you feel that is appropriate to the 
level of supervision available to you).    

5. The person dealing with the situation should take appropriate action.  this 
could include:   

a. If appropriate removing the affected student(s) from the training 
area, however, if dealing with a junior you should remain in sight 
of the main group or take an additional student with you to act as 
chaperone if going out of sight / into another room. 



b. Removing the H&S risk / contaminant (if safe for you to do so) so 
that the class can continue (NOTE: no-one should attempt to 
remove toxic materials or anything that would pose a risk to 
themselves). 

c. Transferring the class to an alternative location / room 

d. Finishing the class early and contacting all parents / carers to 
collect junior students.  In this situation you should wait with the 
students until they have all been collected. 

e. calling the emergency services (e.g. in the case of fire) 

6. Do not attempt to resolve serious situations such as fire or serious 
hazard yourself. Wait for the emergency services. 

7. Inform the affected students’ parent/carer/next of kin.  You should decide 
whether it is appropriate to do this straight away or at the end of the class 
depending on the severity of the situation and how distressed the 
student(s) is. 

8. Decide if it is appropriate for the affected student(s) to join back in with 
the rest of the class following resolution of the situation (for minor 
incidents only). 


