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  General Risk Assessment Template 


	Parish/Community/Agency:

	

	Name of Activity:

	

	Location of Activity:

	

	Description of Activity:




	

	Date/s of Activity:
	
	Time of Activity:
	
	Frequency of Activity:
	☐  One off event
☐ Reoccurring event

	Participants:

	☐  Children (under 18)
☐  Adults and Children
	Est. number of Participants:
	

	Assessment completed by:

	
	Date of Assessment:
	

	OFFICE ONLY

	Assessment approved by:
	
	
	

	Review of Assessment required: 
	☐  N/A (one off event)
☐  Yes 
	Date for Review Assessment:
	



Note: Overnight activities require a different Risk Assessment. Please contact the Safeguarding and Professional Standards Office. 

	
Role Description Key: (examples)
	
	
Role Description Key: 


	Role Abbreviation:

	Role Description:
	
	Role Abbreviation:
	Role Description:

	
CLT

	
Core Leadership Team
	
	
	

	
SC

	
Safeguarding Coordinator
	
	
	

	
SO

	
Safeguarding Officer
	
	
	

	
PP

	
Parish Priest
	
	
	

	
B

	
Bishop

	
	
	

	
MT

	
Mission Team
	
	
	

	
KT

	
Kitchen Team
	
	
	

	
CMT

	
Children’s Ministry Team
	
	
	

	
C
	
Catechist

	
	
	



	
Risks

	Checklist

	
Controls/Actions to reduce risk
	
Responsible Person
	
Completed

	
	Yes
	No
	N/A
	
	
	

	People

	
Have specific roles been identified, allocated and communicated to volunteers/team members in briefing before activity?

	
☐
	
☐
	
☐
	
	
	
☐

	
Have volunteers/team members completed the necessary screening for their role, including a valid and verified Working With Children Check (WWCC)? 

	
☐
	
☐
	
☐
	
	
	
☐

	
Have volunteers/team members signed the Code of Conduct for the Catholic Diocese of Armidale?

	
☐
	
☐
	
☐
	
	
	
☐

	
Have volunteers/team members completed safeguarding induction and/or safeguarding training?

	
☐

	
☐

	
☐

	
	
	
☐


	
Have visiting Clergy and/or Religious been approved by the Bishop to do ministry in the Catholic Diocese of Armidale? Have the visiting Clergy and/or Religious completed the necessary safeguarding checks prior to ministering in the Diocese? 

	

☐

	

☐

	

☐

	
	
	


☐


	
Has clear communication been given to volunteers/team members regarding the expectations of their specific role for this activity?

	

☐

	

☐

	

☐

	
	
	

☐




	

Risks

	Checklist

	

Controls/Actions to reduce risk
	
Responsible Person
	

Completed

	
	Yes
	No
	N/A
	
	
	

	Caring for Children and Adults at Risk

	
Is this an activity that participants register for? 

If so, are the registration forms recorded and information from these forms communicated to leaders of the activity in case of an emergency? This includes allergy, health, and emergency contact information.

	


☐

	


☐

	


☐

	
	
	


☐


	
Has adequate supervision for participants been organised? (more than one adult with children under your care at all times)

	

☐

	

☐

	

☐

	
	
	

☐


	
Where possible, are there different bathrooms for children and adults?

	
☐

	
☐

	
☐

	
	
	
☐


	
Are there sign-in and out sheets or activity attendance record sheets in place, or an alternate method of recording attendees?

	
☐

	
☐

	
☐

	
	
	
☐


	
Is there a system in place for children using the bathroom? 
	
☐

	
☐

	
☐

	
	
	
☐


	Is there a system in place for ensuring the safety of children and adults at risk in isolated or dangerous areas, including areas that are out of bounds? Eg. Closed off areas for children.


	

☐

	

☐

	

☐

	
	
	

☐


	
Are there rules and behavioural expectations communicated to and expected from participants? How are these communicated?

	
☐

	
☐

	
☐

	
	
	
☐


	
Do all participants, including children, know how they can raise a concern or make a complaint?


	

☐

	

☐

	

☐

	
	
	
☐


	
Will the volunteers/team members who are the leaders of the activity be easily identified by participants?

	
☐

	
☐

	
☐

	
	
	
☐


	
Where relevant, have consent forms for children been completed and returned before commencement of activity? E.g. Where permission is required for child participation.

	

☐

	

☐

	

☐

	
	
	

☐


	
Where relevant, has written consent been sought for photography, video and audio recordings? 

(Required for children as there can be legal and safety issues with sharing images of children).




	

☐

	

☐

	

☐

	
	
	

☐


	
For children to be collected by a person other than their parent/guardian, has permission been obtained?

	

☐

	

☐

	

☐

	
	
	
☐


	First Aid

	Are there children or adults with medical conditions requiring particular care? Is there a plan in place to monitor them and in case of emergency?

	
	
	
	
	
	

	
Are there First Aid Officer/s assigned for the activity and is this communicated to participants?

	
☐

	
☐

	
☐

	
	
	
☐


	
Are there First Aid Kit/s checked, stocked and readily accessible on site?

	
☐

	
☐

	
☐

	
	
	
☐


	
Are there emergency procedures in place and are these communicated to participants?

NB: Including plans for those with known medical conditions (eg. Anxiety, asthma, epilepsy, diabetes, anaphylaxis). 


	
☐

	
☐

	
☐

	
	
	
☐


	
Are volunteers instructed to record in writing any incidences that occur (eg medical incidences, harm, injury, or other occurrences that occur out of the ordinary)?
	
☐

	
☐

	
☐

	
	
	
☐


	Work, Health and Safety

	
Are trip hazards removed or sign-posted accordingly?

	
☐

	
☐

	
☐

	
	
	
☐


	
Are electrical cords and cables away from water and other objects which would cause electrocution? 

	
☐

	
☐

	
☐

	
	
	
☐


	
Are there fire blankets and fire extinguishers on site, and are exits and emergency assembly areas clearly sign-posted? 

	
☐

	
☐

	
☐

	
	
	
☐


	
Have dangerous items been removed from reach of children? (eg urns)

	
☐

	
☐

	
☐

	
	
	
☐


	
Are there contingencies in place for the occasion of catastrophic weather and/or other unforeseen circumstances?
	

☐

	

☐

	

☐

	
	
	

☐


	Hospitality/Kitchen

	
Do volunteers/team members follow food safety requirements and recommendations in the cooking, storing and handling of food? This includes all volunteers/team members who are cooking, handling and/or serving food.



	


☐

	


☐

	


☐

	
	
	


☐


	
Are participants with severe allergies and special dietary needs cared for and protected from cross-contamination of food that is harmful to them?


	

☐

	

☐


	

☐

	
	
	

☐


	
Is dietary food labelled clearly? Is there a separate preparation and, where possible, serving area for dietary food?

	
☐

	
☐

	
☐

	
	
	
☐


	
[bookmark: _Int_iYYhwoox]Are adequate cleaning and hygiene supplies available? This includes gloves, hand sanitiser, soap etc.
 
	

☐

	

☐

	

☐

	
	
	

☐


	
Is there proper food storage and food handling equipment available? This includes having a fridge if required, serving utensils etc.
	

☐

	

☐

	

☐

	
	
	

☐


	
Will there be alcohol at the activity?

	
☐

	
☐

	
☐

	
	
	
☐


	Additional Venue Risks

	
Is there adequate disability access to the venue of activity?


	
☐

	
☐

	
☐

	
	
	
☐


	
Is there suitable and safe parking for the activity?

	
☐

	
☐

	
☐

	
	
	
☐


	
Are there enough toilet and hand washing facilities for the number of participants?

	
☐

	
☐

	
☐

	
	
	
☐


	
How will money and/or personal possessions be handled?

	
☐

	
☐

	
☐

	
	
	
☐


	
Have technical requirements been identified and tested (eg. data projector and screen, laptops, USBs, presentations, cables and dongles, microphones, speakers and public address systems) and are there contingencies in place in the case of a power outage etc.?

	

☐

	

☐

	

☐

	
	 
	

☐


	
Are there adequate rubbish bins or a waste disposal arrangement (eg taking rubbish home to dispose of)?


	
☐
	
☐
	
☐
	
	
	
☐

	Activity Content 

	

Has the content of the activities been reviewed and approved by the appropriate person?

	
☐
	
☐
	
☐
	
	
	
☐

	
Has the content of any external speakers/presenters been reviewed and approved?

	
☐
	
☐
	
☐
	
	
	
☐

	Online Environment

	
Where relevant, is the online space monitored/have people or children been informed of appropriate online behaviour? (eg, online accounts may not be who they say they are, instructions not to meet strangers in person).




	
	
	
	
	
	

	
Where relevant, has parental consent been obtained stating that their child is allowed to interact and communicate with other participants
and team members on social media platforms / the phone?

	
	
	
	
	
	

	Other

	
Other identified risks as necessary …


	
☐
	
☐
	
☐
	
	
	
☐


	



	
☐
	
☐
	
☐
	
	
	
☐
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