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Risk Management 
Please read and complete parts 1 and 2 of the risk management template as part of your event plan submission. 

	PART 1 – Complete a Risk Checklist
· Use the list below to identify all risks that may be applicable/present at your event. You can add in additional risks if they are not already listed. You need to think about all the possible things that MIGHT happen at your event. It is better to include things, and then have them not apply, than to leave them out.
· All risks marked as applicable (YES) will need to be addressed in Part 2 – Risk Management Plan.











	Source of Risk/Hazard
	Context of Risk
	Applicable

	
	
	YES
	NO

	Alcohol sales and/or service
	Alcoholic drinks will be served or sold to event patrons.
	☐	☐
	Animals onsite
	The event will feature animals (pony rides, petting zoo etc.)
	☐	☐
	Children attending event
	The event is designed for children or will attract families.
	☐	☐
	Civil unrest or protest during event
	The event is in a location, or involves activities, that may invite protest.
	☐	☐
	Disabled access & facilities
	The event must accommodate disabled patrons and provide adequate facilities, the failure of which may result in breach or negative publicity.
	☐	☐
	Drinking water
	The event must provide drinking water, the failure of which may result in breach or medical issues (dehydration, heat exhaustion etc.)
	☐	☐
	Electrical equipment 
	The event involves electrical equipment (lighting, sound), vendors, generators or site power supply), amusements etc.
	☐	☐
	Emergency service access and routes
	The event must provide access for emergency services, the failure of which may result in breach or impact capacity of emergency response.
	☐	☐
	Emergency services and key agencies not briefed
	Event organisers are required to notify emergency services and key agencies such as PTV. A failure to do so could result in penalty or disruption to emergency response.
	☐	☐
	Event signage and patron communication 
	The event needs to communicate with patrons via signage (information, first aid, lost children etc.) and via announcements in event of emergency
	☐	☐
	Fire and flame, hot surfaces (cooking, BBQs), heat sources
	The event involves fire (performances, live fire cooking etc.) or heat-producing equipment (food vendors, electrical equipment, generators).
	☐	☐
	Fireworks and special effects
	The event will feature the use of fireworks or special effects.
	☐	☐
	Food sales and/or service
	Food will be served (caterers) or sold (vendors) to event patrons.
	☐	☐
	Gas usage onsite (LPG, Helium, CO2 etc.)
	The event will feature the use of equipment that can leak and/or explode such as gas bottles (LPG, helium) or hazardous substances.
	☐	☐
	Inflatable structures
	The event involves the use of inflatables (jumping castles, inflatable gantries etc.)
	☐	☐
	Lost or missing child/person 
	The event is attended by children who may become lost. Lost persons may also involve those with language barriers or disabilities.
	☐	☐
	Manual handling
	The event involves manual handling for set-up, operation or pack-down.
	☐	☐
	Medical condition, injury or emergency
	A person may suffer an injury or illness onsite.
	☐	☐
	Noise
	The event may result in excessive noise, causing breach or disruption.
	☐	☐
	
	
	
	

	Patron misbehavior
	The event is attended by the general public, who may behave in ways inappropriate to the event or setting.
	☐	☐
	Patrons onsite require evacuation
	An incident or emergency occurs onsite: an insufficient evacuation may result in breach or increase negative outcomes.
	☐	☐
	Pedestrian access
	The event may install equipment/infrastructure or involve activities that disrupt pedestrian access, particularly for elderly or disabled persons.
	☐	☐
	Plant and vehicles onsite
	The event involves the use of plant (forklifts, scissor lifts etc.) or vehicles onsite (for set-up, delivery, pack-down).
	☐	☐
	Road closures
	The event requires closure of active roads.
	☐	☐
	Setting up and packing down 
	The event involves the set-up and pack-down of equipment which can create hazards for both the event team and the general public.
	☐	☐
	Significant damage from event 
	The event may cause damage to the site, environment, infrastructure or buildings because of set-up, event activities or pack-down.
	☐	☐
	Slips, trips, falls and stairs
	There may be elements on the site (mats, cables, decorations etc.) that create tripping or slipping hazards.
	☐	☐
	Smoke Effect – smoke or haze machines
	The event features the use of haze or effects smoke (smoke machines).
	☐	☐
	Spills – water, sullage, oils, wastewater
	The event has elements that may cause a spill or leak, such as fuel, wastewater (toilets, taps), sullage (dirty water from food vendors)
	☐	☐
	Staff and Volunteer preparedness
	The event has staff and/or volunteers: a failure to brief train/them properly can result in negative publicity or insufficient emergency response
	☐	☐
	Stages and structures
	The event involves the installation of structures such as stages, marquees, fencing etc.
	☐	☐
	Structures/fencing/ equipment collapsing
	The event involves the installation of structures such as stages, marquees, umbrellas, fencing etc. that may collapse if improperly installed/stored or incorrectly/insufficiently weighted.
	☐	☐
	Theft or damage by public
	The site has elements (equipment, furniture, stock) that may invite theft or damage by nefarious persons.
	☐	☐
	Toilets, amenities & hand-wash facilities
	The event must provide toilets and hand-wash facilities, the failure of which may result in breach or patron dissatisfaction, negative publicity
	☐	☐
	Traffic and parking management
	The event may impact roads or parking areas, either through use of these for the event or through visitation impacting surrounding areas.
	☐	☐
	Trees and branches falling
	The event takes place in a park or garden with trees adjacent.
	☐	☐
	Unhappy visitors/public 
	Visitors or the pubic become unhappy either with event offerings/activities or the impacts of the event, resulting in complaints.
	☐	☐
	Waste and rubbish, biohazards
	The event has elements which result in waste build-up onsite (general rubbish, recycling) or biohazards (vomit etc.)
	☐	☐
	Weather extremes
	The event is in a location which may be impacted by weather extremes such as wind, lightning, storm, significant heat or cold.
	☐	☐
	Working at height
	The event requires work at height (ladders, scissor or boom lifts).
	☐	☐












PART 2 – Complete a Risk Management Plan

Now that you have identified the risks that are likely to be present at your event, you need to think about the measures/controls that you will put into place to reduce the likelihood of the identified risk occurring at your event.  

USE THE PROMPTS BELOW TO ASSIST YOU IN COMPLETING THE RISK MANAGEMENT PLAN

1. What is the source of risk/hazard 
This is either a source of risk you have identified in the Part 1 Checklist (i.e. noise or visitor misbehavior) or a source of risk that is specific to your own event (i.e. a parade or a colour run, anything really that you think poses a risk but is not listed in the Part 1 Checklist)
  
1. What risks can you identify for each hazard/risk source present
Considering what would happen if the risk identified was left untreated. For example, a petting zoo could result in damage to infrastructure or the environment, the animals could be distressed or unhappy, or children could suffer a bite. The risks you need to identify are essentially what can occur as a result of the hazard identified going untreated. 

1. What controls need to be put into place to mitigate the risk/reduce the likelihood of occurrence. 
The controls should be practical, easy-to-resource steps that your event team will take to reduce the likelihood or consequences of an incident occurring or reduce the impact should an incident occur. They MUST be things that you can actually do – never include a control you can’t action. Consult your stakeholders to determine what controls might be needed for specific risks, especially your suppliers, who will have experience in controlling risk associated with their area of supply.  

1. Assign a risk owner
These are the persons or groups who are responsible for ensuring the controls are enacted.  
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	RISK MANAGEMENT PLAN

	Name of event:
	Date of event:
	Time:

	Location of event:

	Plan prepared by: 
	Email:
	Phone:



	Source of Risk/Hazard
Hazard that could occur as a result of event taking place as identified in the above checklist.
	Risks identified
Risks associated with each hazard before any control measures are put in place.
	Risk Controls
Measures that need to be taken to eliminate or minimise the risk associated with each hazard.
	Risk Owners
Persons or Suppliers responsible for delivering control

	Alcohol sales and/or service
	Intoxication; licensing breach; minors served alcohol
	· Liquor license in place and conditions known to all bar staff
· RSA security at all bars/service points
· Bars and licensed areas fenced
· ID checks at entry to event and at bars
	· Security Staff
· Licensee
· Bar Staff

	Hot surfaces (cooking etc)
	Fire outbreak; damage to structures or equipment; burn injuries
	· Hot surfaces located away from flammable infrastructure (boxes of consumables, marquee walls, buildings etc.)
· Hot surfaces barricaded from public with walls, fencing or other barriers
· Heat-producing equipment only operated by experienced personnel (vendors)
	· Food Vendors
· Event Organiser

	Lost children/persons
	Child stolen; distress experienced by parent/child/person
	· Event to have Lost Child Checkpoint at Information Tent
· Lost Child Checkpoint staffed by a person with Working with Children Check
· Staff and Security briefed on what do when a child is lost or missing
· Lost Child protocols in the event Emergency Plan
	· Security Staff
· Event Organiser

	TBC
	TBC
	· TBC
	· TBC

	TBC
	TBC
	· TBC
	· TBC

	TBC
	TBC
	· TBC
	· TBC

	TBC
	TBC
	· TBC
	· TBC

	TBC
	TBC
	· TBC
	· TBC
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