RISK MANAGEMENT PROCEDURES FOR 

CONDUCTING A ROTARY EVENT

Introduction

There are a number of types of “risk” associated with Rotary’s activities, some of which are:

· the risk that a particular project does not achieve its desired goal – or worse, that money is actually lost on the venture – sometimes called business or opportunity risk.

· the risk that Rotary might injure someone, damage property, or incur a liability through actual or perceived negligence (lack of due care) on the part of a Rotary Club, Rotary District or Rotary organization or its members – generally called Public Liability.

· the risk of personal injury or sickness for one or more of its members whilst on Rotary duty either in the home country or overseas.

· the risk of damage to Rotary or Rotarian’s property.

While there is a responsibility to control and properly manage all forms of risk to achieve a successful outcome, this paper is primarily concerned with risk associated with “Public Liability”, personal injury to Rotarians and other Rotary participants while on Rotary duties, and damage to Rotary and Rotarian’s property.

Background

Rotary has a duty of care to its members and, in certain circumstances, to members of the public and must make reasonable endeavours to ensure due diligence with respect to public safety.  Statutory obligations and the common-law duty of care apply to all Rotarians, Rotary clubs and districts and other Rotary organizations in the conduct of any activity undertaken by them.  

Until recently it was generally accepted that insurance provided the protection against the risk of public liability claims resulting from Rotary’s activities.  However the ability to gain insurance at affordable rates or, in some cases, to insure against legal responsibility necessitates that Rotary must now reevaluate how we identify, define and manage the risk associated with our activities in order to retain insurance cover.  

Generally individual Rotarians are not personally named as defendants in claims for damages as a result of an alleged negligence.  Nevertheless a claimant may believe that an individual or group of Rotarians are personally responsible and may name them as the defendant or joint defendants.

To reduce the risk of a negligence claim being lodged against it, a Rotary club, district or organization should examine the health and safety requirements that apply to any specific activity in view of the potential risk of injury to themselves, other participants and members of the public and make an assessment of the risks involved.  

In all situations, Rotary leaders of the activity should document the factors considered when making the assessment and the documents should be kept on file for legal and insurance purposes in the event of a claim being lodged at a later date.  Production of these records may be required before a claim is accepted.  In situations assessed as high risk, Rotary leaders must consider whether to cease, continue with some changes or continue and accept the resultant risk of a liability claim.

The process of examination and assessment is called risk management and this document has been prepared to assist Rotary leaders in clubs, districts and other organizations to apply risk management procedures to all their activities.

Responsibility

Rotary leaders at club, district and organization level are expected to implement health and safety procedures for all activities undertaken by ensuring that:

a) all participant are:

· aware of and comply with all statutory health and safety requirements;

· provided with adequate training to discharge their statutory responsibilities;

· provided with training and supervision to enable them to carry out their tasks in a safe manner;

b) all non participants are:

· provided with adequate information in regard to health and safety requirements;

· kept away from areas of potential hazard;

c) all incidents or accidents are investigated promptly and details of the incident, those involved and witness statements are recorded and maintained in the district/club/organization files; the necessary corrective action is initiated and, where required, the appropriate reporting action is taken.

Risk Management

The principle of “Risk Management” is based on the following procedural steps:

a) identify, analyse and prioritize the potential hazard (the possible source of an injury, illness, disease, loss or damage);

b) assess the risk (likelihood of the hazard resulting in an injury, illness, disease, loss or damage);

c) control the risk (determine what action should be taken to remove or reduce the risk);

d) ongoing review and evaluation to ensure continued effectiveness of the controls;

e) provide adequate insurance protection in the event that a potential hazard does result in an injury, illness, disease, loss or damage.

Conducting Risk Manager Audits

Rotary, at all levels, should appoint a risk management authority within their organization with the responsibility to appraise, control and monitor the risk factors involved in all current and future activities.  

At club level, this could be a single person or a sub committee within the Club Service portfolio.  At District level, it could be a specially designated committee, a nominated Assistant Governor or the District Insurance Officer.  Rotary organizations involved in Multi District or National activities should also designate a specific person or a small sub committee to undertake Risk Management Audits.

Identification of Hazards

All Rotarians should become aware of the sources of possible injury, illness, disease, loss or damage associated with each and every activity which they plan to undertake or are currently undertaking.  By identifying the source of the risk, the form that the risk could take, and the priority or seriousness of the risk, they can devise appropriate procedures to minimize the possibility of the injury, illness, disease, loss or damage occurring and, thereby, eliminate or reduce the risk.

Methods of identifying the Hazards.

a) Existing activities:

· observe the activity being undertaken;

· describe each identifiable hazard in detail;

· discuss the activity and potential hazards with other participants;

· discuss the activity with other clubs or organizations who undertake similar activities.

b) Planned activity:

· Using a “what if” scenario describe each potential hazard in detail;

· Discuss with other clubs or organizations who undertake similar activities.

Assess the Risk

After identifying each potential hazard, produce a detailed analysis of each hazard including:

· the particular form that each hazard takes;

· the environment surrounding each hazard;

· the frequency in which the hazard occurs;

· the personnel potentially affected by the hazard;

· the likely injury, illness, disease, loss or damage caused by the hazard;

· the potential seriousness of the injury, illness, disease, loss or damage;

· the potential long term result;

· the person responsible for managing the risk.

Risk Control

Taking each hazard in turn ascertain the impact on the activity or proposed activity if the hazard was removed from the activity totally.  If total removal can be achieved the hazard no longer represents a risk.  If it is ascertained that total removal is not a feasible option, identify the actions that need to be taken to control or reduce the risk.  The following points need to be considered:

a) substitution – ie. can a less hazardous item be used?;

b) separation – ie. can the person be moved away from the hazard or a barrier established?;

c) redesign – ie. can the hazard be enclosed, isolated or relocated?;

d) protection – ie. can protective equipment or clothing be used?;

e) timing – ie. can the time of exposure to the hazard be reduced?;

f) control measures – ie. can new operating procedures reduce exposure?.

Using the above evaluation procedures the list of potential hazard can be divided into those hazards that can be reduced to an acceptable level by the application of control measures and those that cannot.  Those hazards whose risks cannot be reduced to an acceptable level need to be reviewed to ascertain if additional or alternative controls can be applied.

At this stage each activity needs to be considered in relation to a “cost/benefit” analysis:

· What is the potential benefit to the organization if the activity is carried out in its present form?

· What will be the cost to the organization if the activity is cancelled?

· What is the potential cost to the organization and members if the activity continues and the potential hazard occurs?

· What is the potential benefit to the organization if the activity is carried out with the hazard existing but controlled?

Unless the benefit greatly outweighs the cost, the activity should not be pursued.  The final decision should be based on facts and not on emotion or “gut feelings”.

Review and Evaluation

This final step is as important as all the others.  Control measures must undergo continuous review to ensure that the risks of the potential hazard have been reduced.  Furthermore the evaluation process ensures that the controls are still valid and that the potential hazard has not changed.  For activities conducted regularly, the evaluation process should be ongoing.  For those activities conducted periodically, the evaluation process should occur each time prior to the activity being conducted.

Insurance

The role of insurance cover is to provide the final level of protection in the event that a potential hazard situation does occur despite all the appropriate precautions and risk reduction procedures having been implemented.  

Insurance protects the club, district, organization or individual Rotarian against potentially devastating liability claims.  Club, districts, organizations and Rotarians who do not implement proper risk reduction controls could be held to have been negligent, or contributed to the negligence and could be required to contribute to the settlement of a claim.

Rotarians should not assume that each and every activity which they conduct is automatically covered by the Rotary insurance scheme.  No insurer will provide blanket cover.  It is imperative that Rotarians, Rotary clubs and districts and other Rotary organizations ensure, before they conduct an activity, that it falls within the ambit of cover provided by the Rotary policy.  In addition Rotary cannot provide indemnity under the Rotary policy to third parties without the prior agreement of the insurer.  This is particularly so where any sort of commercial arrangement exists.

Claims Management and Control

In order for Rotary to maintain control over our insurance cover, it is essential that all claims against the Rotary insurance are reviewed at District level and “signed off” by the District Governor before being forwarded to our broker.  The review should be conducted by the District Risk Management authority to ensure that the claim is valid, that all the proper procedures have been carried out, and that the complete documentation is attached to the claim.  It is the District’s responsibility to validate the claim not the insurance broker.

Conclusion

We have a unique and comprehensive Rotary insurance scheme which provides adequate cover at affordable premiums to all Rotarians in their role of providing service to the community.  It is our duty to protect and maintain that insurance cover for future generation Rotarians.

Originally written by:

B P Doyle

Chairman

Rotary Zone 7A 7 8A Insurance Committee

Safety Program & Risk Assessment

Overview / Check List

1. A committee or a single Rotarian needs to be appointed to address and manage the issue.

2. Each committee which organizes an activity will need to assess the risks and safety actions required.  The forms drafted are a first step in the process.

3. The club will need to decide if it will provide safety gear including dust masks, safety glasses, gloves, visibility vests and signs to warn the public and how it will make them available at activities.

4. The information regarding risks must be brought to the attention of Rotarians and other volunteers who attend any activity assessed as having an element of risk (other than members of the public attending a Rotary event – unless they are high risk).

5. Each person attending will be required to sign on acknowledging that he/she has been made aware of the risks and the safety steps they are required to take or the qualifications they need to take part.

6. Procedures should be defined for action in the event of an incident including provision of contact phone numbers and a form to record the incident.

7. The materials are best organized in a single binder to continually build the risk analysis information and improve the safety of all in all activities.

RISK MANAGEMENT ANALYSIS FORM

Activity / Project

1. Describe the activity / project being undertaken.

2. Detail the people participating in the activity / project.

3. Does the activity involve non Rotarians, members of the public or other organizations or third parties?

Who are they?

4. Have you been asked by another organization or person to indemnify them as a third party under the Rotary Insurance for the activity?

(If yes, refer to your District Insurance Officer for advice before entering into any agreement)

5. Have you required any other organization, group or person who is taking part in the activity to provide their own “Public Liability Insurance”.  Generally other organizations or groups should have their own Public Liability Insurance Cover.

(Discuss with your District Insurance Officer before proceeding)

6. Have you obtained a written indemnity from any other organizations, group or third party involved or associated with the activity.

(Discuss with the District Insurance Officer)

HAZARD IDENTIFICATION, ANALYSIS AND CONTROL

Note: Use a separate sheet for each Hazard.

1. Describe the potential hazard or danger.

2. Who could be affected by the hazard or danger?

3. How could they be affected?

4. Describe the potential seriousness of the result.

5. Has the potential hazard or danger occurred previously?

If “Yes” detail when, how and the result.

6. What is the likelihood of the potential hazard or danger occurring now or in the future?

7. What action / steps can be taken to:

a. remove or eliminate the hazard or danger;

b. isolate the source of the hazard or danger;

c. reduce the likelihood of it happening;

d. reduce the seriousness of the impact if it does happen.

8. If the hazard or danger cannot be removed or eliminated, will the steps being taken to reduce the likelihood of occurrence or the seriousness of the result reduce the risk to an acceptable level.

9. If the risk has not been reduced to an acceptable level and the activity is to continue, it is essential that the District Insurance Officer is advised in order to obtain prior agreement from the Insurer.  Failure to do so could invalidate the insurance cover for the activity.

ROTARY

RISK MANAGEMENT CHECKLIST
	
	ADEQUATE
	COMMENTS

	
	YES
	NO
	N/A
	

	1.Premises

	Floors                  

	Surface level
	
	
	
	

	Not slippery
	
	
	
	

	Free of debris
	
	
	
	

	Properly covered
	
	
	
	

	Stairs/Ramps:

	Surfaces level
	
	
	
	

	Not slippery
	
	
	
	

	Free of debris
	
	
	
	

	Properly covered
	
	
	
	

	Windows:

	Condition
	
	
	
	

	Security
	
	
	
	

	Lighting:

	General
	
	
	
	

	Emergency
	
	
	
	

	Fire safety:

	Suitable detection
	
	
	
	

	Equipment maintained
	
	
	
	

	Emergency exits
	
	
	
	

	Emergency signage
	
	
	
	

	General housekeeping:
	
	
	
	

	Car parks & Driveways

	Sealed/marked
	
	
	
	

	Free of ruts/holes
	
	
	
	

	Free of oil/contaminants
	
	
	
	

	Lighting
	
	
	
	

	Speed limiting/bumps
	
	
	
	

	Signage
	
	
	
	

	Free of debris/vegetation
	
	
	
	

	Pedestrian access
	
	
	
	


	External Pathways:

	Free of damage
	
	
	
	

	Free of debris/vegetation
	
	
	
	

	Lighting
	
	
	
	

	2.  CONTRACTORS /

      SUBCONTRACTORS

	All contractors/subcontractors supply proof of liability cover
	
	
	
	

	Standard contracts drawn up specific work performed
	
	
	
	

	Formal written security procedures in place
	
	
	
	

	All security incidents reported to police
	
	
	
	

	3.  MACHINERY & EQUIPMENT

	All electrical equipment tested annually by qualified electrical contractors
	
	
	
	

	All portable electrical equipment/tools tested and tagged in accordance with regulations
	
	
	
	

	All gas cylinders tested and tagged annually
	
	
	
	

	All welding/hotwork performed by qualified persons
	
	
	
	

	Conditions of:
	
	
	
	

	- Hoists/cranes
	
	
	
	

	- Elevators/escalators
	
	
	
	

	- Unregistered vehicles
	
	
	
	

	All belt/chain/direct couplings between electric motors or other engines/pumps /generators/cutting equipment etc fully covered or otherwise guarded
	
	
	
	

	Are all hand tools (powered or un-powered) in a good state of repair
	
	
	
	

	4.  ENVIRONMENTAL

	Have all hazardous/toxic substances been identified
	
	
	
	

	Are they currently stored in a secure place
	
	
	
	

	Is a register of these materials kept
	
	
	
	

	Are people trained in the use of these materials
	
	
	
	

	Is all waste disposed of regularly and in accordance with local regulations
	
	
	
	

	
	
	
	
	

	5.  MISCELLANEOUS

	First aid facilities
	
	
	
	

	Trained first aid staff
	
	
	
	

	Alcohol policy in place
	
	
	
	

	Animal policy in place
	
	
	
	

	Crowd exposure – adequate signage
	
	
	
	

	Playground equipment checked and maintained on regular basis
	
	
	
	

	
	
	
	
	

	6.  OTHER
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Activity Attendance Record

 Note:  As you Sign this record please check the activity Safety Sheet and ensure that you are aware of and are prepared to observe the safety requirements set out there.

Date: …………………………..
 Activity: ……………

Name





Signature

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


ROTARY INCIDENT / ACCIDENT REPORT
1. Provide full details of the Incident / Accident including date, time and location.

2. Who was involved?  (Provide name, address and contact details).

3. Was there any witnesses?  (Provide name, address and contact details).

4. Arrange to take written statements from those involved and the witnesses either at the time or as soon after as possible.  These statements are to be attached to this report.

5. Did any person involved require medical treatment at the scene, transportation by ambulance or hospitalization?  Provide details.

6. Has the Incident / Accident been reported to any outside authority (ie. Police, Government department, Local Government, etc.)  Provide details.
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Attachment 2

RISK ASSESSMENT MODEL

Introduction

The Rotary Club of ______________ (the Club) is responsible for the appropriate and safe conduct of any event which is held under the general “umbrella” of a Club event or function.

In particular there is a need to ensure the health, safety and welfare of any Club member running or otherwise involved in the event, together with the health safety and welfare of any other person who may be involved in or affected as a result of the event being held.  

It should be clearly understood that once a risk analysis is completed ALL Rotarians or volunteers involved in the running of the event must be made aware of the risks and steps put in place to reduce the identified risks.  The last page of this document is an attendance sheet which should be signed by those running the event.

Conducting Risk Assessment (firstly photo copy the Action Plan - pages 4 to 7)
Four Steps for Assessing Risk

In undertaking the risk assessment simply follow the four steps in the “Risk Assessment and Action Plan”. (pages 4 to 7)

Number 1
· Briefly describe the event;

· Looking at the event holistically, what risk(s) do you envisage might be associated with running of the event – there are always some risks evident even though they may be very minor/inconsequential. Identifying the risk is important as this impacts of the type of “controls” which may need to be considered to reduce the risk (refer number 3)
· Assuming there are no controls or strategies put in place to minimize any risk identified, provide a brief description of what the likely consequences might be (i.e.: people suffering injuries, property damage occurring, financial loss, loss of “good image” of the Club). This will assist in completing number 2.

Number 2 (Without any Controls implemented)
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· This section requires the circling of an alternative as to the “likelihood” of a potential risk occurring and the possible “consequence” if an identified risk does occur;

· Brief descriptions of the above words in inverted commas appear on the following pages to assist;

· Having identified the “likelihood” and the “consequence” it is a simple matter of arriving at the “Impact of Risk” by referring to the Risk Impact Rating matrix on page 6.

If you conclude that the potential risk is “low” it may be considered appropriate that a low level of risk (remember there is always some risk) is acceptable without any further action. If this is the case then the Assessment of Risk is complete and the form may be “signed off” at this stage.

Any higher level of impact should be subjected to further examination with the view of implementing controls designed to:

· Minimize the likelihood of something adverse happening; and/or

· Minimize the consequences should something adverse happen.

If this is the case, go to:

Number 3
Bearing in mind the risk/s you identified in Number 1:
· List any controls which you believe may help in reducing the likelihood/consequence of a risk;

· As an example in an event held at night time, the provision of additional lighting for the public, or additional supervising Club members to provide guidance/directions may avert the likelihood of tripping or other injury. In an event involving the mechanical inspection of motor vehicles, high visibility jackets for members directing traffic and/or barriers or witches hats to control traffic flow and speed may be appropriate. Controls to minimize any financial loss may be appropriate in some cases. A small fire extinguisher as part of “standard equipment” for Club BBQ’s in the event of an accidental fire, etc.

Once appropriate controls have been described, go to:

Number 4 (Controls implemented)
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· Repeat the steps undertaken in Number 2;

· In doing so ensure you consider the controls nominated in Number 3;

· Re-assess the “likelihood” and “consequences” and arrive at the Impact of Risk as before.

It would be surprising if the Impact of Risk is now not significantly lower than that found under Number 2.

The question that again needs answering is: now that we have considered risk controls, “is the level of residual risk” acceptable? If yes, the risk assessment can be accepted and “signed off”.

Conclusion
Without stipulating a Risk Impact level which is acceptable, any level assessed as “low” is generally an acceptable risk for an event. In some cases a “moderate” level may also be acceptable where, although the consequences may be ”moderate” the likelihood of the risk occurring due to controls set in place is rated as “unlikely” or “rare”.

Any assessment of impact greater than “moderate” should be referred to the event committee to consider whether the event or function should in fact proceed in its present format or whether more work needs to be undertaken to modify the event/function to reduce the level of risk.

As pointed out under Number 4, it is not essential that there will be NO RISK associated with an event even though controls have been put in place. There will always be some risk, no matter how low, for any event. The question which is asked is, as a result of assessment, has the risk/s been minimized/reduced to the extent that it is an acceptable risk for the Club?

This Risk Assessment Model simply supports the premise that the Club approaches all of its events seriously and as a part of the “planning process” addresses the issue of risk associated with any Club function. The desired outcome is to reduce the impact of risk associated with an event, so as to ensure as far as reasonably practicable, the Club addresses it’s responsibilities in caring for the health, safety and welfare of it’s members and the general public affected by Club functions.




    _______________________
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RISK ASSESSMENT and ACTION PLAN

RELATING TO EVENTS AND INITIATIVES OF THE CLUB

	NUMBER 1:         Identification of Event and Description of Risk Activity




Name of Event Coordinator: ………………………………………………

Briefly describe the proposed activity, event or circumstances (type of event, location, time and date of event):

(ie: a fund raising event – how it is intended funds will be raised; a vehicle inspection service to the community; community BBQ; etc)

…………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

What is the risk/s you see as being associated with this event:
(consultation with event co-ordinator essential consider type of event, the time, day, location, etc., risks could involve OH&S issues to members and/or visitors, financial loss to Club, damage/loss of property or Club image etc)

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

……………………………………………………………………………………………………………

The likely consequences of the risk if not controlled is:

(ie: club member subject to possible injury – consider seriousness; visitor subject to injury – consider seriousness; property becoming damaged/lost; financial loss, club image damaged etc)

…………………………………………………………………………………………………………….

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………
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	NUMBER 2:                      Assessment/Rating of Risks




RATE this risk as though there are NO CONTROLS in place: (circle the appropriate likely outcome)

For assistance, refer to the definitions and comments on pages 5, 6 and 7

LIKELIHOOD:      
Almost certain        Likely         
Possible         Unlikely          Rare

CONSEQUENCE:
Insignificant
    Minor         
Moderate        Major        Catastrophic

Now refer to the Impact of Risk Matrix on page 4 to determine the impact of the risk

(circle the appropriate word: high, significant, moderate or low)

IMPACT OF RISK:
High           
 Significant        Moderate         Low

Is the level of the residual risk acceptable to you:      YES          NO (low or moderate may be acceptable. Even if “yes” consider implementing controls to reduce the level of risk even further)

	NUMBER 3:            Implementing CONTROLS to reduce the identified risk




List any CONTROLS that will be put in place to eliminate, minimize or reduce the likelihood, consequence and impact of the risk: (ie: training of members in carrying out roles; certification of equipment safety; controls over visitors to reduce risks; re-examination of financial implications etc.)

1. ……………………………………………………………………………………………….

2. ……………………………………………………………………………………………….

3. ……………………………………………………………………………………………….

4. ……………………………………………………………………………………………….











   Page 6

	NUMBER 4:                 Re-assessing the RISK after CONTROLS identified




RE-RATE this risk  NOW CONTROLS are to be put in place: (circle)

Combining the estimates of LIKELIHOOD and CONSEQUENCES of the event occurring it is possible to calculate the  level of risk that will result from the event using the Risk Analysis Matrix below

Now Controls are in place what is the Liklelihood  and Consequence of a risk occurring:
LIKELIHOOD:       Almost certain        Likely          Possible           Unlikely            Rare

CONSEQUENCE:  Insignificant
       Minor        
  Moderate           Major              Catastrophic



	
	INSIGNIFICANT
	MINOR
	MODERATE
	MAJOR
	CATASTROPHIC

	ALMOST CERTAIN
	Significant
	Significant
	High
	High
	High

	LIKELY


	Moderate
	Significant
	Significant
	High
	High

	POSSIBLE


	Low
	Moderate
	Significant
	High 
	High

	UNLIKELY


	Low
	Low
	Moderate
	Significant
	High

	RARE


	Low
	Low
	Moderate
	Significant
	Significant


By extending both horizontally and vertically, you will arrive at a “box” which describes the:

IMPACT OF RISK    as:    High         Significant         Moderate    or     Low
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CONCLUSION

Is the level of the residual risk now acceptable:      YES       NO     

If NO, either:

· re-visit Number 3 to see if there are any further controls which can be introduced to further reduce the risk and then re-assess; or

· Refer to Club Management for further determination re the event going ahead at all.

(it is not essential nor is it likely that there will be NO RISK associated with the event even though controls have been put in place. Has the risk been minimized/reduced to the extent that it is an acceptable risk? It has been said that a low or moderate risk is acceptable)

Singed: ………………………………….
Signed: ………………………………………..


(event co-ordinator)


         (person undertaking risk assessment)

Date:
……………………………………………………………….

I confirm that the CONTROLS identified in this Risk Assessment for the event mentioned herein were put in place and monitored during the extent of the event so as to ensure the identified risks were minimized.

Singed: ………………………………………..


(event co-ordinator)

A copy of this Risk Assessment and Action Plan should be filed with the Club records to assist in responding in the event of a risk occurring at this event/function
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RISK ASSESSMENT
The elements of risk assessment are:

· Establish the context –

The identification of the stakeholders in the event; recognizing that individuals involved do go about their daily tasks with an attitude of risk awareness; consider the level of residual risk and if it is acceptable to the assessor and if not it must be brought to the attention of management; that risk management looks at risks objectively and is not coloured by individual biases or perceptions.

· Identifying Risks –

Most Club events will be reasonably simple and straight forward. In these cases identifying and analyzing risks will be a relatively straight forward matter. In more complex situations it will be necessary to consider the what, how and why things can arise.

· Analyse Risk –

This establishes the probably impact or the risk on the overall objectives of the event. There is a need to look at what may cause a risk and then considering the likelihood and consequences if the risk does occur.

CONTROLS
Controls can take a number of forms, as simple as: selecting an appropriate safe site for the function; having sufficient people present at the function to cope with all the activities; using “witches hats” as traffic control to direct traffic in a desired direction; having all personnel wear reflective vests as required; ensuring “reliefs” are provided as required in an extended function; ensuring equipment has been property tested and certified as in good order (testing and tagging of electrical equipment, testing of gas bottles and hoses at BBQ’s; providing training to personnel involved; ensuring the nature of the function does not reflect adversely on the Club; ensuring proper costing has been carried out, etc.
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EXPLANATION OF LIKELIHOOD AND CONSEQUENCES OF RISK

Likelihood

Consider the frequency or probability of the occurrence of the event that will result in the risk – consider past records and statistics; relevant experiences, expert judgments; testing of equipment, research literature.

The Likelihood Rating Table should be used to estimate the likelihood of the event (risk) occurring:

	LIKELIHOOD
	DESCRIPTION

	ALMOST CERTAIN
	The event is expected to occur in most circumstances

	LIKELY
	The event will probably occur in most circumstances

	POSSIBLE
	The event might (or should) occur at some time

	UNLIKELY
	The event could occur at some time

	RARE
	The event may only occur in exceptional circumstances
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Consequences
What are the consequences if the EVENT does occur? 

The Risk Consequences Table should be used to estimate the possible consequences of the event (risk) occurring:

	CONSEQUENCE
	DESCRIPTION

	INSIGNIFICANT
	Low level with negligible consequences. (no injuries, negligible financial loss, 

	MINOR
	The consequences would threaten the efficiency or effectiveness of the event requiring management effort to minimize impact. (minor to medium financial loss, injuries requiring first aid only

	MODERATE
	A significant/medium potential of reducing the effectiveness or achievement of the objectives of the event. (moderate financial loss, injuries requiring medical treatment only)

	MAJOR
	A very high potential to impair the Club’s business objectives and/or interfere with the successful conclusion of the event. (major financial loss, significant occupational health safety and welfare incidents, long term losses)

	CATASTROPHIC
	An extreme potential to threaten the sustainability of the Club and it’s organizational objectives. (huge financial loss, very serious occupational health safety and welfare incidents)


Activity Attendance Record

 Note:  As you Sign this record please check the activity Safety Sheet and ensure that you are aware of and are prepared to observe the safety requirements set out there.

Date: …………………………..
 Activity: ……………

Name





Signature

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


