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GLOBAL YOUNG PEOPLE’S CONVOCATION IS HOSTED BY YOUNG 
PEOPLE’S MINISTRIES, A UNIT OF DISCIPLESHIP MINISTRIES.



What is Global Young People’s 
Convocation? 
Global Young People’s Convocation (GYPC) is a quadrennial gathering of United Methodist 
Young People from around the globe. Every four years, young people come together to engage 
in fellowship, community, and worship while learning valuable lessons about leadership and 
the church. 

The legislative process at GYPC is a learning opportunity for young leaders of the church. 
Through the Legislative Forum at GYPC, young people engage in conversation about various 
topics with their small groups. After the small group conversations, they can then propose and 
discuss legislation that may affect the future of the church. GYPC is committed to being the 
place where young people can learn from, and engage with, other young people from around 
the world. 

HISTORY OF GYPC

The first GYPC was held in 2006 at the Indaba Hotel and Conference Centre in Johannesburg, 
South Africa. In 2010, it was held at the Estrel Hotel in Berlin, Germany. In 2014, it was 
held at the CCT Tagaytay Retreat and Training Center, Tagaytay City, Philippines. 

This year, the GYPC circles back to the Indaba Hotel and Conference Centre in Johannesburg, 
South Africa. 

THEME: UNITED WE GO

The theme for this year’s GYPC is “United We Go”—it is an extension of the statement of 
unity that was passed in the 2014 GYPC; it also integrates the theme from the General 
Conference “Therefore Go.” The theme “United We Go” is an expression of young people’s 
intentions to live and follow Christ together even in the midst of increasing polarization in the 
church and the society. 

This Statement of Unity profoundly influenced the young people attending the previous GYPC. 
It also left an important impact when one of the DMYP co-chairs read it on the floor during 
one of the tense discussions at the 2016 General Conference in Portland, Oregon.



LOGO

The GYPC 2018 logo depicts the Palaver Tree, which is a designated 
location (usually under a baobab tree) in African traditional societies 
where members of the community meet to tell stories, settle conflict, 
and talk about issues that matter to them. 

The courthouse for South Africa’s Constitutional Court in Johannesburg 
is a very symbolic place, integrating images and symbols from the 
history of South Africa. At the entrance of the court is artwork of the 
Palaver Tree, which represents justice and unity with its branches protecting the people who 
stand under it. In the same way, GYPC can be the place where young people tell stories, 
address conflict, talk about issues that matter to them, and leave united.



The Location

SOUTH AFRICA

South Africa is the Southernmost country on the continent of Africa. It is known for its natural 
beauty, vast topographical landscapes, and its cultural diversity. In the 1960s South Africa 
was torn apart by a government policy known as the Apartheid. In Afrikaans the word means 
apartness. In practice, the Apartheid separated the white minority government and people of 
South Africa from the non-white majority of the country. The non-white population (and some 
of the white population who knew it was wrong) fought back and eventually won. In 1993 a 
new constitution, which enfranchised non-white citizens, was voted into law and went into 
effect in 1994. An all-race national election was also held in 1994 at which time a coalition 
government was formed. It was led by apartheid activist Nelson Mandela. Today South Africa, 
though not completely rid of its Apartheid past, is a nation full of racial diversity with at least 
13 official languages. 

JOHANNESBURG 

Originally inhabited by the San people and then later by Bantu-speaking people the area that 
is modern-day Johannesburg grew after European settlers discovered gold in 1886. The city 
grew rapidly and was the largest city in South Africa by 1928. In 2002 the city joined with 
other municipalities to form the City of Johannesburg Metropolitan Municipality. 

INDABA HOTEL & CONFERENCE CENTRE

The Indaba Hotel and Conference Centre is located at Fourways, Johannesburg City in South 
Africa. It is located about 40 km (25 mi) from the O.R. Tambo International Airport. It is a 
beautiful and secure facility that provides a retreat setting for young people who will attend 
the GYPC.

Interestingly, it was the same venue of the first GYPC, which was held in December 2006. For 
more information about the Indaba, visit: https://www.indabahotel.co.za

https://www.indabahotel.co.za


What to expect at GYPC
First, expect to have fun! GYPC was created for 
young people by young people in order to engage 
with and learn from one another. Expect to be 
challenged. GYPC brings together young people 
from around the world all with different cultural 
experiences and different opinions. Expect to 
worship God with hundreds of young people from 
different cultures and backgrounds.

Expect to listen and learn. There will be a lot of 
conversations about different topics at the GYPC. You will hear stories of faith and ministry. 
You may disagree with someone over some of the topics at the GYPC. Be willing to listen 
and open your heart and mind to what others have to say. You will have opportunities to 
participate in workshops and other learning experiences. Expect to work. GYPC is a leadership 
event and you will be having conversations that could impact the future of the church. Expect 
to celebrate! GYPC brings youth and young adults together from around the world. At this 
event we will celebrate our individual cultures and our connectedness as a global church. 

LEGISLATIVE FORUM

The Legislation Forum is a process where delegates meet in small groups throughout the week 
to hear diverse voices and share their opinion on a variety of topics. Outcomes from these 
conversations such as legislation, statements, resolutions, calls to action, and referrals will be 
collated and voted upon during the GYPC. Legislation passed and approved by this body will 
be sent to the UMC General Conference in 2020 for consideration.

As part of the registration process, delegates are asked to choose several topics that they wish 
to be discussed within small groups. The top choices chosen will help shape the schedule 
for the week. The Legislative Forum for GYPC 2018 will follow a different process compared 
to previous GYPCs. The General Conference in 2016 approved legislation that changed the 
legislation part of the GYPC from a rigid “Assembly” to a more flexible “Forum.” 

More information about the Legislative Forum will be released closer to the event. 



WORSHIP

Worship is at the heart of the church and GYPC. There will be one worship service per day, 
focusing on the theme, United We Go, and featuring preachers, musicians, and worship 
leaders from all around the world. Preachers, musicians, and artists from across the UMC 
connection will be proclaiming God’s word in various languages and artistic means at GYPC. 
It is a joy to be able to worship in many languages, and all parts of worship will be translated 
into the five languages of GYPC. Readings, prayers, and song lyrics will also be translated and 
published online for GYPC participants to access during worship. A link to this resource will 
be provided at the GYPC.

CULTURAL NIGHT

During GYPC, you will have an opportunity to witness and appreciate the different cultures 
of young people at the event. We also encourage your delegation to prepare a presentation 
that could represent your culture during the Cultural Night, which will be held on July 22, 
2018 at 8:30–10:30 PM. This presentation could be a song, a dance, a skit, or other creative 
expressions. Due to time constraints, we will limit presentations to one (1) per delegation.

TRANSLATION

GYPC is an international event, with participants who speak multiple languages. For the event 
to be accessible to everyone there will be 5 working languages: English, French, German, 
Russian and Portuguese. You need to be fluent in one of these languages to be able to fully 
participate. Everything, including the documents, will be translated.

We highly encourage you to talk with your fellow participants from around the world. Do 
not let language be a barrier. There will be translators and interpreters at GYPC but other 
participants will be able to assist each other with translation. Don’t be afraid to ask for help 
to allow conversation and ideas to flow. During plenary and discussions, be sensible about 
your use of language: speak slowly and clearly at all times. Keep this in mind when talking 
to new friends, in the small groups, and in the plenary sessions. If you are having trouble 
communicating ask for help. Don’t let language become a barrier. 

During worship services and other sessions, translation equipment will be provided. You are 
expected to take care of and return this equipment at the end of the event.



Traveling to GYPC

ARRIVAL & DEPARTURE

• Your arrival time in Johannesburg will depend mostly on where you are located in the 
world. The GYPC will start at 1:00 pm (South Africa Time) on Wednesday, July 18, 2018. 

• Please plan to arrive on July 17, 2018 or by early morning of July 18, 2018. 

• On July 22, 2018, the last day of our event, our activities will extend late into the night. 
Plan to depart the morning of July 23rd.  You need to leave the Indaba on July 23, as we 
will not have housing available there beyond the evening of July 22nd. (The conference 
rate does apply if you make your own arrangements with the Indaba.)

TRAVEL DOCUMENTS

• If you are flying into Johannesburg from any country besides South Africa you must have a 
passport that is not expired (6 months or more left) and still has at least two blank pages. 

• South Africa’s visa requirements vary from country to country. According to the South 
Africa Department of Home Affairs, citizens of the following countries do not need a visa 
to enter South Africa. For more information, please visit: 
http://www.dha.gov.za/index.php/immigration-services/exempt-countries 

• Citizens of the following countries do not need a visa:

• The Planning Team has a list of delegates who need a visa and we will contact you directly 
to provide some of the documents you need. Please visit the South African website closest 
to you to see the requirements for applying for a South African visa.

 » Angola (ordinary passports 90 days per 
annum visits not to exceed 30 days)

 » Austria   
 » Czech Republic
 » Denmark
 » Germany
 » Mozambique
 » Namibia (only ordinary passport 

holders; 90 days per annum)

 » Norway
 » Russian Federation
 » Tanzania (90 days per annum)
 » United Kingdom of Great Britain 

and Northern Ireland (only ordinary 
passport holders)

 » USA
 » Zambia (90 days per annum)
 » Zimbabwe

http://www.dha.gov.za/index.php/immigration-services/exempt-countries


TRAVELING AS A MINOR (UNDER THE AGE OF 18)

For minors traveling to South Africa, the rules are very strict. Minors traveling to South Africa 
without a parent must have the following documents: 

• A valid passport

• An unabridged birth certificate or equivalent documents. Only original documents or 
certified copies will be accepted.

• Parental Consent Affidavit from both parents (or legal guardians), even if divorced, 
confirming this person has permission to travel with the child* 

• Copies of the identity documents or passports of the parents (or legal guardian)*

• Contact details of the parents (or legal guardian) of the child

*If a parent is deceased please have a valid copy of their death certificate. 

It is of the utmost important that all minors traveling to South Africa have these documents 
as listed above. If a minor arrives in South Africa without these documents they will not be 
allowed to enter the country and GYPC will not be able to assist. 

Minors traveling from countries that require a visa to enter South Africa should turn in the 
above documentation with their visa application. 

For more information and details please see this South African travel guide, which goes into 
greater detail on the types of documents South Africa will accept.  

You can also visit an interactive guide from the South African Department of Home Affairs:  
http://www.dha.gov.za/index.php/civic-services/traveling-with-children 

WHAT TO PACK

• July is winter in South Africa. The average temperatures are between 60 degrees 
Fahrenheit (15 degrees Celsius) and 70 degrees Fahrenheit (21 degrees Celsius) in the 
daytime with lows dipping down to 40 degrees Fahrenheit (4 degrees Celsius) in the 
evening. GYPC participants are asked to please dress appropriately for the climate as well 
as for a church event.  

http://www.dha.gov.za/index.php/civic-services/traveling-with-children


• While July is not the rainy season in South Africa is does occasionally rain. It is a good 
idea to bring an umbrella or raincoat. 

• Bring a jacket or heavy sweater. You will be outside on a daily basis. 

• Bring comfortable walking shoes for excursion days. 

• Electrical Adaptors (If you are planning to bring electrical devices of any kind you must 
also bring an adaptor. We recommend: http://bit.ly/SAelectricplug)

AIRPORT SAFETY

When you arrive in Johannesburg there will be signs for GYPC posted in the arrival waiting 
area. Only depart the airport with official, designated hosts from GYPC. You will spot them 
wearing vests or shirts that clearly identifies them as GYPC staff or volunteers.

OTHER TRAVEL PRECAUTIONS

• Make sure your suitcase has a good lock. 

• Make sure all your luggage is well labeled

• If you are wearing a backpack, make sure no valuable are in the front pockets where 
someone cold easily have access to them. 

• Make sure to keep your wallet and your passport in a safe location. 

• Do not wear jewelry or show off electronics, or expensive watches.

• Keep all expensive items in your carry on and not in your checked bags. 

• Try not to look like a tourist. 

• Ignore anyone who comes up to you asking for money or offering a ride. 

• Be aware of anyone following you. If there is anyone suspicious following you make your 
way to security and ask for assistance. 

http://bit.ly/SAelectricplug


Cultural Excursions
Youth and Adults will be randomly assigned to excursions.

HECTOR PIETERSON MUSEUM & MEMORIAL

On June 16, 1976, Soweto high school students took to the streets in a peaceful protest 
against the mandatory use of Afrikaans as a language of instruction in black secondary 
schools. The students planned to meet at Orlando Stadium before marching to the regional 
offices of the Department of Bantu Education, where they intended to raise their grievances 
with the authorities. 

They carried placards that read, “Away with Afrikaans”, “Amandla awethu” (“Power to the 
people”) and “Free Azania” (“Free South Africa”), and sang the hymn Nkosi Sikelel’i Afrika 
(God Bless Africa), now the basis for the national anthem of democratic South Africa.

On the way to the stadium, they were met by police, who ordered them to end the march 
and disperse. A violent confrontation ensued in which students threw stones and police fired 
shots. News of the events in Soweto soon spread, igniting uprisings around the country in 
which hundreds of people died. One of the first to be killed by the police was 12-year-old 
Hector Pieterson (Taken from the Hector Pieterson Museum and Memorial website).

APARTHEID MUSEUM

The Apartheid Museum was opened in 2001 to commemorate and educate people about the 
effects of the Apartheid in South Africa. The Apartheid, which officially ended in 1991 was 
a system of institutionalized racial discrimination. Visitors to this museum will be given an 
interactive history lesson about the cause and effects of the apartheid and how it can still be 
felt today in South Africa as well as what the country has done today to ensure that it never 
happens again. 



CONSTITUTION HILL

Constitution Hill is a former prison complex that bears testament to South Africa’s past. 
This prison housed prisoners such as Ghandi in 1906 and later, during the Apartheid, men 
such as Nelson Mandela, Joe Slovo, Bram Fischer, Albert Lutuli, and Robert Sobukwe. It 
is often called the Robben Island of Johannesburg. Activists were usually held there while 
awaiting trail and then later sent to Robben Island. The prison and the fort surrounding it 
were declared national monuments in 1964, though it continued to be used as a prison until 
1987. 

In 1995 the Constitutional Court of South Africa chose the site of the old prison to build their 
new court building. The building was constructed using bricks from demolished sections of 
the prison. The building also incorporated the stairwells of the prison as a reminder of what 
South Africa has overcome. The first court session was held in the new building in 2004. That 
same year, the remaining parts of the prison were turned into a museum. 

In 2004 Constitution Hill opened its doors as a museum.



Other Information

MEALS

All meals at the Indaba will be served buffet style. Vegetarian and vegan options will be 
clearly labeled. Any other dietary preferences that are listed in registration will be taken care 
of on a one on one basis with the individual. Because of the number of people expected to 
attend the GYPC, some meals will be served in two separate locations. Further instructions 
will be given on site. 

ROOMMATES

All delegates will be matched with delegates from their own delegation as roommates unless 
it was stated on their registration that they wanted to room with someone from another 
country. All delegates will be roomed with people of the same gender. There will be no 
roommate requests taken. 

OFFICE

Lecture Room 15



Security
We strongly encourage all GYPC delegates to take safety and security precautions from the 
time they arrive at the airport and while staying at the Indaba Hotel & Conference Centre. The 
venue is safe and secure but we encourage everyone to observe their surroundings, and take 
precautions with their belongings. We also ask delegates to follow security rules and protocols 
set by the venue and by the organizers of the event.

Parents, family, and friends could contact event staff through the following: 

• Skype: ypm-gbod

• Facebook: http://facebook.com/UMCGlobalYoungPeoplesConvocation

• Email: gypc@umcdiscipleship.org

EMERGENCY NUMBERS

• Fourways Life Hospital: 011.875.1000

• Fourways Life Emergency Car: 072.021.4449

• Ambulance: 001.375.5911

• Police Emergency: 10111

• Police Nonemergency: 011.699.1317

• Fire Emergency: 10177

• Fire Nonemergency: 011.465.5792

EMERGENCY & EVACUATION PROCEDURES

A complete copy of the Indaba Hotel emergency procedure and evacuation plans can be 
found by clicking here.

http://facebook.com/UMCGlobalYoungPeoplesConvocation


Covenant
1. Possession of firearms, weapons or fireworks; and the use of recreational drugs or alcohol

are prohibited during GYPC. Tobacco may be used in a respectful and limited way and
should comply with South African laws. Smoking is prohibited in outdoor dining areas,
cars, enclosed public areas, playgrounds, and public transport waiting areas. (For more
information, please visit http://blog.nosa.co.za/blog/10-smoking-laws-you-need-to-pay-
attention-to)

2. Attire should be appropriate for a co-ed Christian event.

3. All participants are expected to respect the person, equipment, and the property of
others at all times—being sensitive and respectful to the multi-cultural diversity of all in
attendance.

4. Sleeping rooms are not to be used as gathering areas. Gathering areas are provided
throughout the hotel and conference center. Only those assigned to the sleeping room are
to be in the room.

5. All participants are expected to be in designated places at designated times (worship,
workshops, legislative sessions, and other scheduled activities).

6. All participants are expected to respect the Indaba Hotel and Conference Center, its
property, and the property guidelines.

7. Any damage to the Indaba Hotel and Conference Center will be billed to the individual(s)
responsible and will be the responsibility of those persons who caused the damage.

8. Participants are only expected to leave the Indaba Hotel and Conference Center premises
for scheduled outings. If you MUST do so, you should be in groups of three or more, with
at least one member of the group over age 22. Groups must abide by Safe Sanctuaries
practices – for example, there should never be only one youth and one adult traveling
together. Anyone leaving the premises must check out at the GYPC Information Desk and
check back in when they return.

9. Quiet time begins at 10:00 p.m. and continues until 6:00 a.m. the following morning.
Curfew is at Midnight. All GYPC participants are expected to be in their assigned sleeping
rooms after curfew.

http://blog.nosa.co.za/blog/10-smoking-laws-you-need-to-pay-attention-to
http://blog.nosa.co.za/blog/10-smoking-laws-you-need-to-pay-attention-to


10.  Radios, iPods and tape/CD players with external speakers are to be played in rooms 
   only during free time, not during quiet time. All noise will be kept at a level that does   

  not disturb others, including your roommate(s), and cannot be heard outside the room.   
  Participants are encouraged to leave phones, iPods, CD players, etc. in their rooms at   
  all times for security reasons and to minimize disturbances during GYPC sessions. 

11.   Name badges must be worn at all times participants are outside their sleeping rooms. 

Violations of these rules and/or other inappropriate behavior could require disciplinary action 
for youth, young adults, and adults. Decisions about appropriate disciplinary action will be 
made in consultation with the adult group leaders and the Global Young People’s Convocation 
(GYPC) Covenant Committee. The GYPC reserves the right to call parents/guardians of persons 
under 18 and to dismiss any person who breaks the GYPC Covenant and the rules of the 
Indaba Hotel and Conference Center.





Emergency Telephone Numbers 
 
 
Fire Emergency Control room   10177 
 
Lone Hill Fire Department    011 465 5792 
 
Ambulance Control room   011 375 5911 
 
Police Control Room    10111 
 
Douglas dale Police Department   011 699 1317 
 
Netcare       082 911 
 
SATIB (Insurance -24hrs Crisis Call)  0861 728 4224 
 
Doctors on Call     011 788 2222 
 
Fourways Life Hospital    011 875 1000 
 
Fourways Life Emergency Car    072 021 4449 


SLA – Emergency Service   076 021 2299   
   


 


 


 


 


 


 


 


 


 







 


Emergency Evacuation Procedure 
 


This procedure has been put together for the benefit of both staff and guests 
to the Indaba Hotel.  We, as the Indaba Hotel Management, consider SAFETY 
our number one responsibility to you.   Please make sure that you understand 
it and that you act accordingly in case of an emergency.  Should you be 
asked to fight fire, make sure that all the necessary precautions are taken 
and correct equipment is used. 


 


•  Always report you progress to the IC, to ensure that the progress of the 
situation is followed. 


• Once the Emergency departments arrive, you only hand over to them 
should you be asked to do so. Until the instruction is given, you 
continue with the task dealt to you. 


• Please remember to record all relevant information that will assist the 
IC with his investigation and report. 


POST EMERGENCY PROCEDURE 
• Ensure that all equipment used during the emergency is checked and 


ready for the next situation. 


• Check the pump system and ensure that the Drenching and Fire 
systems are pressurized again.  


• Co-ordinate a meeting to discuss corrective actions for the incident 
and co-coordinating the final report / follow up actions. 


• When the Fire department or Police arrive the IC is to make contact 
with them and a joint decision must be made on how to handle the 
situation further. 


• The IC is the person who will instruct employees to return to work once 
the emergency is resolved and it is safe to do so. 


• The IC is also responsible to collect all the disaster equipment that was 
used and record it on the list provided for in the bag. It will be the 
Health & Safety Committee’s job to ensure that the bag is back up to 
standard and ready for the next situation. 







• The IC will be responsible for the investigation of the incident and 
needs to ensure that the relevant statements are taken and report is 
done and handed to the Health & Safety Committees for a full 
investigation. 


FIRE MARSHALLS AND FIRST AIDERS 
 


• The Fire Marshall’s and First Aiders make up the rest of the Crisis 
Management Team. 


• They will be contacted by switchboard and called to the scene. Most 
departments do have access to radios so please ensure that you take 
some charged radios with you to aid in communication during the 
emergency. 


• Once on the scene, all the instructions will be given by the IC. 


• Once and instruction has been received by the IC and the gear is 
distributed the team will be dispatched to the problem areas. 


• The most important thing to remember is SAFETY FIRST. In no 
circumstance should you or any of your team members be placed in a 
life threatening situation. You are there to assist, not to become a 
victim. 


• Tasks should be given to you clear and simple.  


Should you be asked to evacuate the rooms, make sure the 
correct procedure is followed and that the searched room doors 
are marked with chalk. 
 


• The IC must use the Switchboard as a control centre to contact the 
relevant people he needs on the scene. 


• The IC should instruct that the disaster equipment bag (kept at the Key 
office) be brought to him and he should allocate duties to his Fire 
Marshall’s and First Aiders and issue them with the emergency gear 
they need. 


 


 







The following needs to be considered:  


1. Should the area be evacuated?  
If yes, allocate some Fire Marshall’s with this task.  


Issue them with reflective gear, key cards, torches, chalk, whistles, and sound 
horns. 
 
Once the affected area is evacuated to designated evacuation areas, roll 
call must be taken. Allocate a person for this task and provide him / her with 
a flipchart, stationary, and the guest lists for this purpose. Should more than 
one area be used for evacuation, allocate the needed personnel. 
 


2. Would there be a need for Fire Fighting? 
If yes, allocate some Fire Marshall’s with this task. 


Issue them with reflective gear and task them with the use of the firefighting 
equipment. Explain to them what you want them to do. Also ensure that 
exposure protection to the other buildings are done by deactivating the 
drenching systems of the exposed areas.   
 


3. After or during evacuation, are there injured to be attended too? 
 If yes, allocate the First Aiders with this task. 
Issue them with reflective gear, clipboards, and the Disaster first aid kit. They 
need to keep record of the patient’s details and injuries.  
 


• The IC is to keep record of all the tasks handed out by him and he 
should be in contact with all the team at all times. The IC must receive 
all the report backs to ensure that all the tasks are done.  


• The IC is to also use all the resources available to him to complete his 
task successfully. 


• The Security personnel will be tasked with crowd control and setting up 
barriers where needed. For this function they must be issued with 
barrier tape from the disaster bag by the IC. 


• The Security personnel are also tasked with the clearing or excess for 
the Emergency Services Vehicles and directing them once on site. 


• During the emergency the Security personnel should still ensure that 
the premises are secure and protected. 


 
 
 







RECEPTION 
• Should the emergency be reported at night and Switchboard is off 


duty, the Reception should take over the duties of the Switchboard as 
stipulated above. 


• Should the Duty Manager already be off duty – The Night Auditor 
should take charge of the emergency and appoint himself as IC. 


• Reception must print out a Guest register for the emergency effected 
area or in the worst case scenario for the whole hotel. The register must 
be handed over to the IC of the emergency. In a situation where the 
power is off and the generators fail to kick in, the guest cards must be 
collected and listed and handed over to the IC for control. 


• Should the computers be in working order, more master key cards must 
be cut and handed to the IC to effectively evacuate all the 
bedrooms, should it be required? 


 
INCIDENT COMMANDER 
 


• Once it has been established who is taking the IC position 


 THIS PERSON IS THE ONLY PERSON WHO WILL GIVE ORDERS. THE IC MUST 
MAINTAIN ORDER AND CALM DURING THE EMERGENCY SITUATION. THE IC’S 
INSTRUCTIONS SHOULD BE FOLLOWED BY THE REST OF THE TEAM TO ENSURE 
EFFECTIVE RESOLVE OF THE SITUATION. 


• The IC will be responsible to investigate the emergency and decide on 
an action plan. 


• Should none of the above people be available to take command of 
the emergency incident the next trained Fire Marshall / First Aiders on 
duty to be informed starting with the HOD who’s department is the 
closest to the emergency. List provided attached. 


• Once a manager is found to take over the situation and the 
information is handed over, Switchboard is to contact Remrad again 
and ask about their progress. They should contact the IC and inform 
him or her about Remrad’s status. 







• Switchboard to use the radio and instruct all staff to keep the channel 
open to allow efficient communication between the IC, the Fire 
Marshall’s and the First Aiders. 


• After the above steps have been followed and completed, 
Switchboard should try to keep the lines open and follow any 
instruction the IC will be giving to them and report back to the IC after 
an instruction is completed. Preferably the radio channel should be 
used for this. Radio language used must be in English. 


SECURITY 
• The Security Manager or Supervisor to be notified of the emergency 


and they should inform their control room and request for backup 
support should the situation require this. 


• The Security Manager or Supervisor are responsible to communicate to 
both gates about the entry of the Fire department, Ambulance, Police 
support onto the premises and where they should escort the 
emergency vehicles to the scene of the emergency. 


• The Security Manager or Supervisor should collect all the staff sign-in 
sheets to hand to the IC for roll call. During the time of the Emergency 
no access must be allowed for anymore people on the premises.  


• The Security Manager or Supervisor should investigate the emergency 
and help with evacuation should that be the needed action. Once 
the IC arrives the Security Manger or Supervisor will share his findings 
and await instruction from the IC. 


 
 
 
 
 
 
 
 
 
 
 


 







Action Plan and Emergency procedure 
 
SWITCHBOARD  
Any staff member or guests who discovered the emergency must make 
contact with switchboard by dialing 9 on any internal Indaba phone located 
in the hotel bedrooms, hotel operation departments or the conference 
rooms or dial 011 840 6600 from a cell phone or public phone. 


• Switchboard needs to handle this call with urgency while still recording 
all the needed information: 


o The Callers names and where he / she are from. 


o What the type of emergency it is e.g. Fire, medical, bomb threat 


o Where is the location on property of this emergency? 


o Note the extension or number that was phoned from. 


• Activate the Remrad System and provide all the necessary information. 
Remrad does have our details on their system but keep the Indaba info 
needed should it be asked for. Remrad will dispatch the relevant 
Emergency Services vehicles. Be specific to tell them which gate to use 
for entrance and which gate to use for exits.  


• Should the Remrad system fail – use the Emergency telephone list to 
contact the relevant people.  


• Notify the Security Manager or Supervisor on duty to investigate the 
emergency. 


• Should this emergency be at night and a Duty Manager is on duty then 
he or she must be notified at this stage. Then it is not needed to 
anybody else except the directors. 


• Notify the following: Rob Mickel; Fanie Botha & Charles Drewe 


• Should they be unavailable or off property notify:  Security 


 
 
 
 
 







 
  The Emergency Team    


      


  


Emergency Contact 
Numbers for Disaster 


Team    
      


Position Name Extension Cell Number Qualifications   


        Fire Marshall First Aid level 3 


Operations Director Rob Mickel 6620 082 875 6955 x x 


Financial Director Fanie Botha 6700 083 357 4222 x x 


Hotel Operations Manager Charles Drewe 6623 083 212 6719 x x 


HR Manager Marius Bonthuys 6704 082 720 6423 x x 


Financial Controller Carla De Pretto 6702 083 659 6162 x x 


Sales & Marketing Manager Sharon Hunink 6770 082 493 7264 x x 


Front Office Manager Reggie Mullaney 6630 082 865 7449 x x 


Night Auditors Lacton Phiri 75/2030 072 200 6713 x x 


Reservations Manager Sharon Thom 6672 071 192 7478 x  x 


Maintenance Manager 
Welcome 
Shabalala 6680 072 013 0663 x x 


Exec Housekeeper Elizabeth Mahuma 6690 083 775 1400 x x 


Executive Chef Chris Groves 6645 076 504 9601 x x 


Banqueting Manager Chris Fahry 6682 082 720 6423 x x 


Office Manager  Caroline Heyes 6655 082 928 7465 x x 


Boma- F&B Manager Stephen Steyn 6885 072 242 6206 x x 


Epsom F&B Manager Andrew Mazibuko 6640 079 414 8517 x x 


 
 
 
 







General Information 
 
• Physical Address of the Premises: 


 Corner of William Nicol & Pieter Wenning Drive 
 Fourways 
 Johannesburg 
 
Telephone number 011 840 6600 
 


• The Indaba hotel operates as a 4 star hotel and offers both 
Conference and accommodation facilities. 


• The indaba hotel employs about 90 permanent staff members and 
also about 300 casual staff from a labour broker. The staff volume 
during the day is always higher than during the night and also varies 
during certain days of the week. 


 


Area study 
 
The Indaba Hotel started small in 1952 and grew into the 259 bedrooms. 22 
conference room and 2 restaurants it has today. Most of the buildings were 
built with thatched roofs and therefore a lot of lighting detectors are visible 
on premises. Also because of the amount of thatch used in the buildings 
there are two man-made dams that supports the fire systems i.e. fire hydrants 
and sprinkler systems.  
The buildings are scattered over the 17 hectare property with ample parking 
areas between it that aids with quick and efficient evacuations. 
The premises are surrounded by residential dwellings on three sides. The 
entrances both turn out on the William Nicol. (Hartbeespoort road R511)  


 
Socio-economic or other threats 
Because of the location of the hotel, a lot of birds and small wildlife has 
made it their home and therefore we are committed to keep the premises 
safe and healthy for all its inhabitants and employees.  


 
Details of available equipment  
The map of property for the location of the fire fighting equipment installed. 
Location of Fire Extinguishers      Location of Fire Hydrants 
Location of Hose reels    Sprinkler system 







 







 







  







