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	INTRODUCTION | ORGANISERS

	Event Name
	


	Event Date
	

	Location/Venue
	


	Club | Assoc
	


	Organiser #1
	Name:
	P: 

	Email
	

	Organiser #2
	Name:
	P: 

	Email
	




	[bookmark: _Hlk33526581]SCOPE / BACKGROUND

	Provide an overview of the activity here… which creates an image in the readers mind and sets the scene for the rest of the document. 

	Objective | Aim 
	What is the reason for the event? What is the aim? What are your expected outcomes if any?



	Attendees
	Names and details of participants (if applicable) significant attendees, VIP’s etc




	ACTIVITY | EVENT DETAILS 

	Provide an IN-DEPTH synopsis of your event details in a clear, succinct format. This section should answer ALL questions relating to the event by someone reading the document. The following headings should be used as a guide to describe the activity in as much detail as possible

	Event Summary
	Give a summarised synopsis of what will happen at your event


	Itinerary | Run Sheet
	Provide details of your proposed itinerary, program or run-sheet for the event/activity.


	Location and Environment of the activity
	Describe the location and the environment of your event or activity. If OFF CAMPUS provide the address.
Give a full description of the location surrounds if applicable. If more than one location, describe them separately. Insert a map if applicable.


	Transport Vehicle Details
	Provide details of transport options, timing, providers, copies of DL’s and car details if students, route taken, parking, pedestrian access or paths etc.  Insert maps if applicable 


	Equipment List / Summary
	List any equipment that will be used or brought in for the event. List any equipment that has been requested.

Requested






	STAKEHOLDERS

	This section details all individuals, agencies, organisations and businesses who are involved in preparing and providing input into the event or activity. This will include person/s responsible for implementing risk controls. Also indicate who was involved in the consultation process for the Risk Management Plan

	Event Organisers
	

	Club | Assoc Members & Executives
	

	RMP Consultants
	Delete any not applicable
BOND UNIVERSITY 
Alison Trevethan – Student Events
Michelle McBride – Manager WHS
Milisa Price – Manager Insurance & Risk

	External Entities
	Provide details of all external parties involved with your event. Remember Insurance certificates and waivers may be required from these parties. Include name, contact details, description of services providing







IDENTIFYING RISK
The areas identified in the Risk Management framework have been outlined under the following seven categories. 
	[bookmark: _Hlk487796976]ACTIVITY / CATEGORY
	RISK EXAMPLES - Generic

	[bookmark: _Hlk486580961]<Health/Injury/Disease
	Injury as a result of alcohol or drugs

	
	Medical incident as a result of alcohol or drugs

	
	Over or excessive intoxication

	
	Structural collapse (temporary tents & amenities)

	
	Power failure including lighting 

	
	Slips / Trips / Falls

	
	Manual Handling

	
	Food-borne illness | Water-borne illness (consumed or contracted)

	
	Disease contraction risk

	
	Heatstroke | Sunstroke | Dehydration

	
	Bites | Stings | Animal attack

	
	First Aid / Medical Assistance for injury / Illness – lack of

	Criminal activity
	Acts of violence

	
	Act of terrorism

	
	Use of drugs | Drug or alcohol affected 

	
	Consumption of alcohol U18

	Crowd Management
	Crowd movement safety

	
	Disorderly conduct

	
	Damage to venue | buildings | fixtures & fittings

	
	Loss of student/guest/patron

	Environmental risk
	Noise nuisance caused to neighbours

	
	Excessive litter left at end of event

	
	Event located near water course (Lake Orr)

	
	Exposure to elements, animals or insects

	
	Unsafe major roads or pedestrian areas/access

	Legal / Contractual
	Unclean / inaccessible amenities

	
	Unauthorised photography

	
	Loss of key personnel and contractors

	
	Equipment Hire safety/use

	
	Failure of ticket sales

	
	Loss of entertainment acts

	Operational / Crowd Safety
	Overcrowding

	
	Extreme weather affecting patrons

	
	Loss of Communication

	
	Unsafe working conditions for Students/Volunteers

	Traffic Management
	Lack of parking

	
	Delivery vehicles and pedestrian access hazards

	
	Inadequate access for emergency vehicles

	
	Traffic accident

	
	Road closure due to act of god or accident

	
	Unsafe driving | driving unlicensed | unqualified

	Promotion / PR
	Damage to reputation

	
	Negative media

	Contractor Management 
	Licences / Qualifications not supplied 

	
	Insurances not supplied





Identify the risks associated with the event:
Include as many risks from previous table that are applicable to your event, however there may be some which are specific to your event which should also be added (eg. drowning/snake bite). 
	ACTIVITY CATEGORY 
	IDENTIFIED RISKS

	Health/Injury/Disease
	Example - Students tripping or falling from over-intoxication


	Criminal activity
	

	Crowd Management
	Example – disorderly conduct while loading buses


	Environmental risk
	Example – Heavy rain/storm creating dangerous conditions slips/falls


	Legal / Contractual
	

	Operational / Crowd Safety
	

	Traffic Management
	Example – danger to students walking near busy road


	Promotion / PR
	

	Contractor Management
	

	(new)
	






ASSESSING RISK
Once risks are identified, they are evaluated on a matrix using a) the likelihood of the risk occurring and b) the scale of the possible consequences to produce a level of risk. 
			Measures of LIKELIHOOD
	Level
	Descriptor
	Description

	A
	Almost certain
	The event is expected to occur in most circumstances.

	B
	Likely
	The event will probably occur in most circumstances.

	C
	Possible
	The event should occur at some time.

	D
	Unlikely
	The event could occur at some time.

	E
	Rare
	The event may occur only in exceptional circumstances.


			Measures of CONSEQUENCE or Impact
	Level
	Descriptor
	Example Detail Description

	1
	Insignificant
	No injuries, low financial loss.

	2
	Minor
	First Aid treatment, on-site release immediately contained, medium financial loss.

	3
	Moderate
	Medical treatment required, on-site release contained with outside assistance, high financial loss.

	4
	Major
	Extensive injuries, loss of production capability, off-site release with no detrimental effects, major financial loss.

	5
	Catastrophic
	Death, toxic release off-site with detrimental effect, huge financial loss.


			Determine the Level of RISK
	LIKELIHOOD
	CONSEQUENCES

	
	Insignificant
1
	Minor
2
	Moderate
3
	Major
4
	Catastrophic
5

	A (almost certain)
	Low 

	Medium 

	High

	Very High

	Extreme


	B (likely)
	Low 

	Medium 

	Medium 

	High

	Very High


	C (possible)
	Negligible

	Low 

	Medium 

	Medium 

	High


	D (unlikely)
	Negligible

	Low 

	Low 

	Medium 

	Medium 


	E (rare)
	Negligible

	Negligible

	Negligible

	Low 

	Low 



 
	[bookmark: _Hlk523235799]Score
	Action

	Very High to Extreme
	Act on these risks immediately.

	Medium - High
	Act on these risks as soon as possible.

	Low
	Act on these risks within routine business schedules.

	Negligible
	These risks may not require immediate attention.


[bookmark: _Hlk523235818]Note:  Always assess risk before and after the control measures are implemented, as this will identify if the control measures are effective in reducing risks.
The severity indicates the importance of prioritising the CORRECTIVE ACTIONS for each risk as follows
[image: ]Student Event Summary & Risk Management Plan
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NOTE  - Inherent Risk = BEFORE controls implemented               Residual Risk = AFTER controls implemented
	Negligible
	Low
	Medium
	High
	Very High
	Extreme


	 RISK ASSESSMENT - EXAMPLES ONLY – Please read – DO NOT COPY

	[bookmark: _Hlk486577280]Activity
	Risk
	Inherent Risk
	Controls Implemented 
	Residual Risk
	Person responsible

	
	
	L
	C
	Risk
	
	L
	C
	Risk
	

	Health / Injury / Disease
	Injury from over-intoxication
	B
	3
	Med
	Security will be alerted if any persons are presenting signs of instability resulting in potential injury or violent outbursts
Overly intoxicated persons will be removed and seated quietly and safely away from main crowds. Person will be escorted to transport home if necessary
	D
	3
	Low
	Event Organiser
Joe Smith

	Health / Injury / Disease
	Injury or falls from trip hazards
	C
	3
	Med
	Area will be perused thoroughly prior to event start and any hazards will be rectified or highlighted with a witch’s hat or orange bollard. Dangerous area will be roped off from pedestrian access.
	D
	3
	Low
	Bob Holland
Event Coordinator

	[bookmark: _Hlk486582013]Environment
	Insect bites and stings
	D
	2
	Low
	Students advised to wear and bring insect repellent
Organisers will have spare repellent at event 
Students made aware of possibility of sandflies/midgies
	E
	2
	Neg
	All group leaders
Event organiser

	
	Littering / Rubbish left after event
	B
	2
	Low
	Rubbish bins scattered throughout event
Event organisers to scan area and stay back to pack down 
Emu parade after event
Clubs requested to pack away & clean individual areas
	C
	2
	Neg
	All club members
Event organiser


HINTS AND TIPS
· Step 1 - Think about what the MAIN event risks are in a practical sense from the University’s perspective (food poisoning, damage to venue, injury, disorderly conduct)
· Step 2 - Complete the RISK column from the identified risks (can be brief or detailed, summarised or individual. It’s your document). 
· Step 3 – List the risk controls IN YOUR OWN WORDS. Be succinct. Do not put the effect of the risk (eg. will call ambulance), put the PREVENTION. Use dot points if preferred
· Re-read the assessment out loud “To prevent the risk of…..we will implement the following controls…..” Does it make sense? Take your time. Be thorough.
· Who is responsible for each control? Is this realistic? Do they know? SHARE the document with ALL the event organisers who have a responsibility.
· OWN the document – in case of incident this is your PROOF that you showed due diligence. DO NOT PUT IN ANY CONTROLS that are not 100% real or applicable
· Have you captured all the major and minor risks? Have you removed anything that does not apply to your event? Have you been realistic? Have you given the d
Complete the Risk Assessment from your identified risks on PAGE 5 under each ACTIVITY CATERGORY
	RISK ASSESSMENT – MAJOR EVENTS 

	Activity Category
	Risk
	Inherent Risk
	Controls Implemented 
	Residual Risk
	Person responsible

	
	
	L
	C
	Risk
	
	L
	C
	Risk
	

	Health / Injury / Disease
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