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Risk Management process 
(insert rows as required)
	Hazard/s
	Risk/s
	Risk rating
	Control action/s
	Risk rating after controls
	Responsible
	Due
	Complete

	What presents the potential risk to health and/or safety?
	What might happen, how likely is it and what could be the consequence/s?
	Apply WHS Risk Matrix
	What action/s will be taken to eliminate the risk/s or at least reduce them to an acceptable level?
	Apply WHS Risk Matrix
	Who is responsible for putting controls in place?
	When should the controls be put in place?
	When were controls implemented?

	Injury and emergency management

	Sprains, strains, concussion, fractures, superficial abrasions
Exposure to sun, dehydration, heat exhaustion, heat stroke
Anaphylaxis , allergies (including bites and stings), asthma and other health conditions

	6
	Staff attending must have appropriate expertise and or training in the teaching/coaching of Athletics.
Staff trained in first aid, CPR, emergency care, anaphylaxis and emergency response procedures.
Ensure staff and students are aware of emergency response procedures.
Identify students with known medical conditions and ensure appropriate medication/treatment is available (epipens, asthma puffers etc.).
Portable First Aid Kit is taken to the event and contains a general use epipen. Where possible, ice should be available for the treatment of injuries.
ASCIA plans and other emergency response plans for students are available to staff.
Staff and students aware of first aid facilities at the venue.
Staff attending must have appropriate expertise and or training in the teaching/coaching of Athletics. 
Staff trained in first aid, CPR, emergency care, anaphylaxis and emergency response procedures. 

Ensure staff and students are aware of emergency response procedures. 
Identify students with known medical conditions and ensure appropriate medication/treatment is available (epipens, asthma puffers etc.). 

Portable First Aid Kit is taken to the event and contains a general use epipen. Where possible, ice should be available for the treatment of injuries. 

ASCIA plans and other emergency response plans for students are available to staff. 

Staff and students aware of first aid facilities at the venue. 

Emergency contact details for all staff and students. 

Ensure effective communication systems are in place. 

Report any serious injuries to the Incident Report and Support Hotline 1800 811 523.  

Students briefed to drink plenty of water and drink breaks in place. 



Should an injury occur involving bleeding these procedures should be followed: 

All clothing, equipment and surfaces contaminated by blood must be viewed as potentially infectious and treated accordingly 

Participants who are bleeding must have the wound dressed and securely covered 

Any blood covered body area (and surface area where appropriate), must be cleaned thoroughly and any blood covered clothing and equipment cleaned or removed prior to the participant recommencing the activity. 

Where possible, ice should be available for the treatment of injuries.


	2
	Team Managers

St. Johns First Aid
	Planning of and on day of carnival  
	Planning of and on day of carnival  

	Diet and food during excursions, including eating out at different venues
	Student allergies to certain food products  
	6
	Confirm appropriate food with parents/carers for student with allergies  

Liaise with venue managers about provision of appropriate food for students with food allergies in liaison with parents/carers  

Food brought by student should only be approved and provided by student’s parent/carer  

Discuss with class groups about the importance of only eating your own food  

Ensure a responsible adult is with each group of students and that someone trained in medical procedures (use of Epipen) attends  

Communicate special requirements to all staff and volunteers especially emergency response procedures and equipment  

For students with allergies to bee/insect bites and stings, be aware of bees/insects attracted by soft drinks cans and food in bins.  

	2
	Team Managers

	Prior to and during carnival 
	Prior to and during carnival 

	Supervision 
	Insufficient supervision of participating students 

Lost staff or student 

Loss or damage of sporting equipment 

	6
	Teacher to student ratios, guidance on Sport and Physical Activity in Schools, based on risk assessment (number and age of students, associated hazards/risks, injury/illness data, lessons learnt from previous excursions), CPR, venue supervision 
Regular student roll marked. 


Active supervision by staff. 

Out of bound areas explained to students. 

Brief students and staff on procedure if separated from a group. 

Staff provided with emergency contact details 

Staff attending must have appropriate expertise and or training in the teaching/coaching of Athletics. 

If an adult other than a teacher is engaged for instruction or coaching, a teacher must be present to take overall responsibility.  

Equipment awaiting use must be supervised.  

Equipment not in use must be stored to prevent unauthorised use. 

	1
	Coordinator 

Team Managers

Individual School Sport co-ordinators/
Principals 
	Prior to and during carnival
	Prior to and during carnival

	Athletics venue
	Injuries sustained due to poorly maintained venue facilities
	6
	Venue risk management plan has been reviewed and controls in place (on this Plan) for any identified hazards not suitably risk mitigated. 

Running surfaces must be level and firm so as to avoid foot and ankle injuries. Avoid running on hard surfaces such as bitumen or concrete. 

Sand pits must be raked and checked for foreign materials prior to the commencement of the activity. 

The outer edges of the pit should be level with the ground. 

	1
	Coordinator 

Sport Officials

Lismore City Council
	Prior to and on day of carnival 
	Prior to and on day of carnival 

	Environmental Conditions 
	Adverse weather conditions e.g. Electrical Storm, Wet Weather, Hyperthermia / Heat Stroke. 
Hot/Humid 
Hypothermia 
Dehydration 
Sun Exposure 

	8
	Students are to be instructed to use adequate sun protection, e.g. an SPF50+, broad spectrum, water resistant sunscreen reapplied regularly. 

Assess environmental conditions to determine the most appropriate action in the case of excessive heat conditions. 

Staff and students advised to take water/drink bottles for hydration (prior to and during sessions). 

Ensure drink breaks occur regularly (i.e. drink breaks are recommended every 30 minutes in conditions of extreme temperature) and drinks are available for individual players between drink breaks. 

	2
	All attending staff
	During the carnival
	Prior to and on day of carnival  

	Child Protection 
	Exposure to inappropriate conduct and behaviour by adults 
	6
	Check WWCC are in place for all instructors/leaders.

Adults access accessible toilets.
Students use lower toilets
	2
	Coordinator
	During the carnival
	Prior to and on day of carnival 

	Equipment 
	Faulty or damaged equipment that may cause injury 

Improper use of starting guns or caps 

Theft or robbery of equipment 

Appropriate sports clothing is worn to support and protect staff/students 


	6
	All equipment must be regularly checked for safety and regularly maintained. 

Equipment must be stored so that unauthorised use is prevented.  

Equipment awaiting use must be supervised. 

Equipment must be appropriately sized, modified or weighted to match the ability and strength levels of the students. 

Clothing should not restrict movement or hamper students in any way. 

Students are to be instructed to wear sports shoes, or as appropriate, running, throwing or jumping spikes. 

Spikes must only be worn at and during the specified competition event. They are not to be worn to and from an event or between events (note: many school associations will have restrictions on the use of spikes). 

Students should be instructed to take extreme care to avoid spiking injuries. 
Students are to be instructed that equipment must not be used without supervision. 
Principals must ensure the following starting gun and caps safety requirements are met: 
· Schools are not to use the older style starting guns which require a permit. 

Equipment must be stored so that unauthorised use is prevented.  
Equipment awaiting use must be supervised. 

Equipment must be appropriately sized, modified or weighted to match the ability and strength levels of the students. 

Clothing should not restrict movement or hamper students in any way. 

Students are to be instructed to wear sports shoes, or as appropriate, running, throwing or jumping spikes. 
Spikes must only be worn at and during the specified competition event. They are not to be worn to and from an event or between events (note: many school associations will have restrictions on the use of spikes). 

Students should be instructed to take extreme care to avoid spiking injuries. 

Students are to be instructed that equipment must not be used without supervision. 
	2
	Coordinator
	During the carnival
	Prior to and on day of carnival 

	Jumping events
	Improper maintenance of landing and take-off areas may cause injury. 
Slip, trip and fall injuries. 
Manual handling injuries may be sustained through movement and set-up of equipment. 
Accidental collision between participants. 
Accidental collision with equipment which may cause injury. 

	4
	Jumping events are not to be undertaken by students with a history of ankle or knee injuries. 
High Jump 
· Ensure that where the landing area consists of several mats, and the whole area is covered with a one piece overlay. 
· Ensure mats are carried by handles at the side and not carried aloft on backs, shoulders or head. 
· Ensure run-up and take-off areas are level, dry and free from slippery material. 
· Specific take-off points should be identified and insisted upon to avoid landing off the mats. 
· Triangular bars must not be used at all. Circular fibreglass bars are recommended for competition. 
· To ensure high jump bars do not carry onto the landing mats, it is recommended that looped straps are used. 
· The high jump bar must be removed from the competition area when not in actual use for supervised pre-competition warm-ups and actual competition. 
· The high jump uprights must be sufficiently stable to avoid falling on to the mats during the course of a jump. 
High jump landing mats should: 
· Cover an area of approximately 3600mm x 2400mm with height from floor of 600mm. 
· Have a breathing fabric on the top (landing) surface which is spike resistant. 
· Be filled with a foam rubber or synthetic foam block with a minimum density of 18 kg/m3 
Long/triple Jump 
· Rake landing pits before any jumping takes place. Any solid or sharp objects must be removed. 
· Ensure the take-off board is clearly visible (and preferably painted white), flat and level with the ground surface. 
· Steel or wooden markers are not to be used to note distances either adjacent to or in the landing pit. Coloured strips of a flat flexible material are suggested to indicate distances achieved by participants. 
· Ensure the approach area is clearly defined and kept free from any obstructions. 
· Ensure jumping takes place from one direction only. 
· Rake pit after each jump to ensure a level landing surface. 
· Ensure rakes, forks and shovels are not left unattended in, or beside, the jumping area. 
· Ensure the depth of sand is appropriate for competition in all age groups and that the depth of the sand is consistent in all areas of the pit. 
· The triple jump is not recommended for students with a history of ankle or knee injuries. 

	2
	Coordinator
Officiating staff 
	During the carnival
	Prior to and during the carnival 

	Throwing events 
	Overuse injury to immature tissues especially in the vicinity of upper limb joints, with the lower back and knees also being areas of concern. 
	9
	All throwing takes place in one direction. 

The safety of individuals in adjoining areas is assured. 

Considering the ability level of the group, the throwing area must be of adequate length to contain the implements thrown. 

The throwing sector area, approach and launch areas must be marked with highly visible markers to prevent access by non-participants. 

The approach and launch area must be dry and free of any loose materials. 

Students should walk to retrieve implements only after the all clear is given. The implement should be returned by carrying, not throwing or rolling. 

Students must be given instructions as to their movements following the throw and awaiting retrieval. 

Shot Put 
· Transport shots in sturdy containers and give due consideration to limiting the total mass. 
· Ensure students are in line, adequately spaced, and all throwing occurs in the one direction when instructing groups in the standing throw and linear glide techniques. 
· The rotational throwing technique should only be carried out by a qualified athletics instructor. For group instruction in the rotational throwing technique: 
· Ensure the turn is practised with modified equipment or without a shot. 
· Where the shot is to be thrown using the turn, ensure only one individual throws at a time. 
· Where throwing takes place, ensure that other students are behind protective cages or barriers and well clear of the wire. 
· Where a protective cage or barrier is unavailable, ensure other students are at least 10 metres behind and to the non-throwing side. 
· It is recommended that a specific throwing area be set aside for shot put. This will assist when repairing indentations (using sand/soil) following the period of use. This measure will reduce the risk of ankle injuries. 
· Protective cages or improvised barriers are recommended when using the turn (e.g. fence, hockey nets). 



Discus 
· Check discuses, and withdraw from use those with cracked rims or loose centre screws. 
· For group instruction in the standing throw ensure: 
· Throwers are at least 5 metres apart. 
· Left-handed throwers are placed on the left side of the group. 
· For group instruction in the turning throw: 
· Ensure the turn is practised with modified equipment or without a discus. 
· Where a discus is to be thrown using the turn, ensure that only one individual throws at a time. 
· Where throwing takes place, ensure other students are behind protective cages or barriers and well clear of the protective wire. 
· Where a protective cage or barrier is unavailable, ensure that other students are at least 20 metres behind and to the non-throwing side 
· Ensure discuses being returned to the throwing area are carried not rolled. 
· Protective cages or improvised barriers are recommended when using the turn (e.g. fence, hockey nets). 

	2
	Coordinator / All Officiating Staff 
	Planning of and on day of carnival 
	Planning of and on day of carnival 

	Track Events 
	Improper maintenance of starting and finishing areas may cause injury. 

Improper set-up of equipment which may cause injury. 
Slip, trip and fall injuries. 

Accidental collision between participants. 

Accidental collision with equipment which may cause injury. 

Manual handling injuries may be sustained through movement and set-up of equipment. 

	6
	The track must be checked to ensure it is free from obstacles and loose objects. 
Starting blocks, pegs and hammers must be removed from the track and stored in a safe place when not in use. 
Sprints 
· Students should run in lanes wherever possible. 
· Ensure students are aware of potential dangers regarding the use of spikes. 
Relays 
· For 4 x 100m events, instruct students to stay in their lanes during baton changes and for a safe period afterwards. For 4 x 400m relays, this applies to the first change only. 
· Ensure relay changeover areas are supervised at all times during competition. 
· Ensure all batons are made of lightweight material such as aluminum and are regulation size. 
· Spikes must not be worn by students when learning baton changing. 

	2
	Coordinator / All Officiating Staff 
	Planning of and on day of carnival 
	Planning of and on day of carnival 

	
	
	
	
	
	
	
	





Risk matrix and evaluation
Table 1: THE WHS RISK MATRIX
	[bookmark: _Hlk132109229]
	CONSEQUENCE (Severity)

	LIKELIHOOD (Probability)
	Insignificant
1
	Minor
2
	Moderate
3
	Major
4
	Critical
5

	
	No treatment required.
	Injury/illness requiring first aid treatment only.
	Injury/illness requiring hospitalisation on going treatment.
	Life-threatening injury/illness or multiple hospitalisations.
	Death or multiple life-threatening injuries.

	Almost certain 
5
	Expected to occur in most circumstances.
	MEDIUM
5
	HIGH
10
	EXTREME
15
	EXTREME
20
	EXTREME
25

	Likely 
4
	High probability of occurring in most circumstances.
	MEDIUM
4
	MEDIUM
8
	HIGH
12
	EXTREME
16
	EXTREME
20

	Possible 
3
	Might occur occasionally.
	LOW
3
	MEDIUM
6
	HIGH
9
	HIGH
12
	EXTREME
15

	Unlikely 
2
	Could occur at some time,
doubtful.
	LOW
2
	MEDIUM
4
	MEDIUM
6
	MEDIUM
8
	HIGH
10

	Rare 
1
	May occur but only in
exceptional circumstances.
	LOW
1
	LOW
2
	LOW
3
	MEDIUM
4
	MEDIUM
5





Table 2: WHS Risk Evaluation
	Risk level
	Acceptability
	Priority for action to control risk
	Sign-Off Authority: Schools
	Sign-Off Authority: Other workplace

	[bookmark: _Hlk106800982]Low
1-3
	Acceptable
	PROCEED while monitoring existing controls. Manage the exposure to the hazard using existing procedures in consultation with workers and respond to any changes.
	School Principal or delegate
	Immediate Supervisor or Workplace Manager

	Medium
4-8
	Tolerable
	PROCEED with the activity and/or allow the hazard to persist only after identifying and implementing any additional controls reasonably practicable. Monitor all controls and manage the exposure to the hazard using existing procedures in consultation with workers and respond to any changes.
	School Principal or delegate
	Senior Manager or Director

	High
9-14
	Unacceptable
	DO NOT PROCEED and/or allow the hazard to persist until all risks/hazards are identified and the most effective control methods are documented in a risk assessment. Seek support from the workplace manager and WHS Advisor or the Incident Report and Support Hotline.
	Principal to sign off.
Principal to talk to staff about eliminating or reducing the risk, and contact:
Health, Safety & Staff Wellbeing Directorate for review
Legal as required.
	Executive Director or delegate to talk to staff about eliminating or reducing the risk and contact:
Health, Safety & Staff Wellbeing Directorate for review
Legal as required.

	Extreme
15+
	Unacceptable
	STOP IMMEDIATELY and contact your WHS Advisor or the Incident Report and Support Hotline to plan a coordinated response in consultation with key subject matter experts to eliminate or control exposure to the hazard.
	Principal to advise staff about eliminating or reducing the risk, and contact:
Director Educational Leadership for review 
Health, Safety & Staff Wellbeing Directorate for review
Legal as required.
	Executive Director or delegate to advise staff about eliminating or reducing the risk, and contact:
Health, Safety & Staff Wellbeing Directorate for review
Legal as required.



[bookmark: _Hlk132190451]Hierarchy of controls
	CONTROL
	EFFECTIVENESS
	DESCRIPTION
	EXAMPLES

	ELIMINATION
	BEST
	Eliminate the hazard entirely.
	Eliminating the risk of a fall from height by doing the work at ground level.

	SUBSTITUTION
	VERY GOOD
	Substitute the hazard with safer options.
	Replacing hazardous cleaning chemicals with equivalent non-toxic products.

	ISOLATION
	GOOD
	Isolate the hazard from causing harm.
	Placing a barrier around an area of wet floor as a slipping hazard.

	ENGINEERING
	GOOD
	Use engineering controls to reduce the risk.
	Installing guards, rails, or handrails to prevent falls.

	ADMINISTRATIVE
	POOR
	Administrate and document safe work practices.
	Training workers in safe work procedures, Safe Operating Procedures.

	PPE
	WORST
	Protect workers with Personal Protective Equipment (PPE).
	Providing goggles and gloves to people handling hazardous chemicals.



Need help?
Speak to your Work Health Safety Advisor for support and advice or contact the Incident Report and Support Hotline on 1800 811 523.
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