RISK MANAGEMENT PLAN

	Event Name
	

	Event Date
	

	Event Location/s
	

	Event Organiser Name
	

	Event Organiser Contact
	

	Club Contact
	Kaitlin Bell: 5552 8450




The following risk management plan has been developed utilising the steps outlined below.
[image: ]
· 
· Risk identification
· Risk analysis and evaluation of existing controls
· Likelihood of risk occurring
· Consequence rating
· Level of risk and risk priority (risk rating)
· Risk treatment plan



The Hierarchy of Control
1. Elimination – Remove the hazard
2. Substitution – Replace the activity, material or equipment with a less hazard one
3. Isolation – Isolate the hazard from the person at risk. E.g. barriers to shield
4. Engineering – Design equipment to counteract hazard
5. Administrative controls- Implementing procedures, training
6. Personal Protective Equipment (PPE) – Wear appropriate protective equipment

Practicable – Consider
The following must be considered in the priority of order of number 1-4 to determine its risk score and risk control
1. Severity of hazard or risk (Consequence)
2. Knowledge of hazard or risk and ways of removing it (Likelihood)
3. Availability and suitability of ways to remove or mitigate risk (Can this reduce the likelihood?)
4. Cost of removing or mitigating hazard or risk (Can this be mitigated?)

Risk Matrix
	Consequence/ Likelihood
	Insignificant
1
	Minor
2
	Moderate
3
	Major
4
	Catastrophic
5

	Almost Certain (A)
	Low
	Medium
	High
	High
	Extreme

	Likely (L)
	Low
	Medium
	Medium
	High
	High

	Possible (P)
	Low
	Low
	Medium
	Medium
	High

	Unlikely (U)
	Low
	Low
	Low
	Medium
	Medium

	Rare (R)
	Low
	Low
	Low
	Low
	Medium





Prioritising Risks
	Risk Score
	What should I do?

	Extreme
	Immediate Action Required

	High
	Action Plan Required. Attention of staff

	Medium
	Specific Monitoring or procedures required, management responsibility must be specified

	Low
	Manage through routine procedures. Unlikely to need specific application or resources



Consequence Criteria: This guide provides indicative terms against which the significance of risk is evaluated
	Descriptor
	Wellbeing and Safety
	Physical Assets
	Non-physical Assets
	Reputation

	Insignificant
	· Slight injury requires First Aid only. No lost time.
	· Localised damage, easily repaired.
	· Fully recoverable loss of 1 day’s data or work in progress.
	· No media coverage. No social media activity. Questions raised by a small number of school community members.

	Minor
	· Injury requires a doctor. Less than 1 week off work/college.
	· Minor damage. Repairable.
	· Loss of up to 1 week of data/work. Mostly recoverable.
	· No media coverage. Some negative social media attention. Formal concerns raised by members of school local community.

	Moderate
	· Significant injury requiring hospitalisation. A week to 1 month off work/college.
	· Material damage to significant buildings, plant and equipment. Repairable.

	· Material loss of data. Some recoverable.
	· Limited negative local and social media attention. Some loss of student enrolments.

	Major
	· Life-threatening injury requires lengthy hospitalisation/rehabilitation. More than a month off work/college.
	· Extensive damage to significant buildings, plant and equipment. Repairs difficult.
	· Loss of more than 3 months of key data. Not recoverable.
	· Negative state and local media attention. Sustained local social media activity. Noticeable loss of student enrolments.

	Catastrophic
	· Death or permanent serious disability.  Unlikely to be able to return to work/college.
	· Total loss of significant buildings, plant and equipment, records
	· Total loss of all electronic data and work in progress
	· Sustained negative national and social media exposure. Significant loss of student enrolments.



The example below is designed to show how the risk assessment is formatted and how to add any further risks that may be associated within your event:

	Hazard
	Risk
	Risk Matrix Score
	Risk Rating
	Risk Control
	Responsibility
	Risk Rating (after control)

	Spot the hazard. Identify the work, task or activity? 
	What are the risks associated with each activity?
	Letter and Number corresponding to the risk from the matrix above. 
	Assess the risk. Is the risk associated with the hazard low, medium, high or extreme?
	Fixing the problem. What can be done to reduce or remove the risk?
	Who is in charge of implementing the risk controls on the day? 
	Evaluate the result. Go through the first 3 steps again to ensure risk levels are now at an acceptable level. What is the revised risk level?



Other examples to include depending on your event are;
· Animal Bites
· Respectful of other participants and/or other non-participating patrons 
· Getting lost at location (exec contact details being provided) 
· Travel to and from venue (hire the Student Guild Clubs Van to stay together, meet at certain location, exec contact details provided)
· Intoxication (attend licensed venue only, 18+ event only, follow venue and staff instructions, call 000 in emergencies)
· Wet weather plans for safety for an outside event
· Breach of confidentiality (not sharing private information)
· Safety gear/protection is worn (correct shoes, clothing, helmets, goggles, harness, etc) 
· Cash in safety box 
· Tent/gazebo/marquee weighed down with weights (ensure it does not fly away)
· BBQ cleaned (prior and after use) 
· Hand sanitiser provided 
· (If safe to do so) Removal of safety hazards (sticks on the court, desks blocking fire exists)


Add, remove or edit the following risk assessment to align with your event and it associated risks:
	Hazard
	Risk
	Risk Matrix Score
	Risk Rating
	Risk Control
	Responsibility
	Risk Rating (after control)

	[bookmark: _Hlk177029083]Power cords on the ground
	Trips and falls on power cords leading to injury
	P2
	Low 
	- Tape extension cords to the floor and cover with a non-slip mat. 
-Place cords in low traffic areas. 
- Conduct visual check before and during event
	Event Coordinator. 
	Low

	Unexpected Illness
	Health emergency (e.g. asthma attack, allergy, fainting)
	P3
	Medium
	- Ask attendees to disclose medical conditions (voluntarily)
- Have a first aid kit and phone on site
- Know emergency contacts and location of nearest help-Accessible phone if 000 call or ambulance is required.
	Event Coordinator/ Club Executives.
	Medium

	Inappropriate placement of chairs/tables
	Injuries or falls from layout or chair/ furniture crowding
	U1
	Low
	-Create a layout of the event venue that ensures adequate room around all tables and chairs and reduce any crowding that may occur. 
-Book adequate venue size and space for the expected event size. 
	Event Coordinator.
	Low

	Fire risk
	Injury or property damage due to fire outbreak
	U4
	Medium
	-At the venue all club executives have knowledge of fire safety procedures. 
-Ensure all fire extinguishers and fire exits are pointed out to attendees at the start of the event. 
	Event Coordinator. 
	Medium

	Event task requiring physical exertion
	Participant injury due to exceeding their physical limits



	P3
	Medium
	-Access all participants physical and medical needs prior to the event. 
-Ask about any medical conditions that may limit their participation and address these concerns through organising adaptable event tasks for all abilities. 
- Offer opt-out for strenuous activities
	Event Coordinator
	Low

	Unexcpected Injuries (Broken bones, concussion)
	Serious injury requiring medical attention
	P4
	Medium
	-Accessible phone if 000 call or ambulance is required.
-Accessible First Aid Kit 
-Contact Campus Support (security)
	Event Coordinator.
	Medium

	Leaving the event at late hours
	Attendees becoming lost/ not making their way back home safely

	P3
	Medium
	-Listening to the venue staff, following instructions and being respectful.
- Share emergency contacts with attendees
-Calling security on campus and ensure escorting to vehicle late at night for attendees.
- Provide security escort or rideshare support
	Event Coordinator.
	Low

	Sun Exposure
	Sunburn, Dehydration or heatstroke
	P3
	Medium
	-Ensure hats, sunscreen and shaded area is always available. 
-Ensure water is on site and available.
Schedule adequate breaks for attendees.

	Event Coordinator. 
	Low

	Minor injuries (Cuts, Bruises or scrapes)
	Physical harm from small accidents
	U2


	Low
	-First aid kit readily available. 
-Relay contact information to participants in case of injury. 
	Event Coordinator. 
	Low

	Food handling and storage
	Food poisoning, allergic reaction, or contamination
	L4
	High
	-Knowledge of dietary requirements by asking the participants, informing the caterer and labelling the food. 
-Ensure Food safety certificates are provided. 
-Follow food safety procedures such as wearing gloves, hair nets and responsible and safe food storage is ensured.
Ensure all food is labelled
	Event Coordinator/ Staff. 
	Medium

	Taking or sharing photo/videos of the event 
	Non-Consent for social media posts leading to a breach of privacy, emotional distress or reputational damage.  

	U2
	Low
	- Obtain written or verbal consent from attendees before taking or sharing photos.
- Provide clear signage at the event stating photography will occur and how media will be used.
- Offer opt-out options (e.g. wristbands or no-photo zones).
- Ensure all social media posts are approved by designated event leader. 
	Club Executives.
	Low

	Changes and delays

	Confusion, complaints, reduced attendance
	P3
	Medium
	-Inform any attendees as soon as possible regarding any changes or delays. 
-Ensure all attendees have contact details provided prior to the event. 
	Club Executives.
	Low

	Loss or damage of property
	Financial liability, loss of equipment
	P3
	Medium
	-Inform attendees about being respectful to the property of the venue or club. 
-Any incidents must be reported immediately to ensure all parties are aware of any damage. 
-Assign someone to check the venue before and after the event.
	Event Coordinator.
	Low

	Inappropriate behaviour
	Damaging the Student Guild and Griffith’s reputation 

	U3
	Low
	-Ensure all attendees are informed of Griffiths and the Guilds behaviour policies. 
-Any attendees not following this or behaving in a way that may affect reputation must be spoken to or removed. 
	Club Attendees.
	Low

	Venue not accessible to those with a disability or wheelchair uses.  
	Exclusion or injury to attendees with disabilities (wheelchair users, those with hearing loss) 
	P3
	Medium
	-Knowledge of attendees that might need wheelchair access or hearing accommodations. 
-Ensure booked space had the required access prior to the event. 
	Event Coordinator.
	Low



	Important Contact Details

	Emergency Services
	000

	Gold Coast Campus Support (Security)
	(07) 5552 7777

	Club Contact
	5552 8450

	Student Guild Office
	(07) 5552 8724
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