	[bookmark: HeaderTitle]Risk Assessment 
<Insert event name and year here >
	



	
	[bookmark: CDType]Risk Assessment - <Insert event name, organisation/organiser name, and event date >
	

	[bookmark: RAType]This is an ongoing activity controlled risk assessment.

Actions for the Event Organisers (delete this section before sharing document): 
· Ensure you include all of your own information on this form. Do not simply copy what has been provided. This is only an example template to guide you. Many lines will not be applicable or should have different information relevant to your specific event. 
· Remove any lines that are not relevant, add any additional lines specific to your event, and change the control measures. Some control measures have been left in place as an example. 
· Refer to the Risk Matrix at the bottom of the document to determine your specific risk ratings.  
· No sections should remain highlighted upon submission to Lake Macquarie City Council. 
· You do not have to use this template – you can instead use it to guide your own. 

	

	Location
	Council owned and operated land – specify location
	TRIM Ref:
	

	Assessed by
	< please enter person who completed the risk assessment and will manage risk at your event >
	Approved By
	< Name secondary person approving and taking responsible for risk management at your event >
	Date of assessment
	<please enter date assessment was complete>
	Audience
	Lake Macquarie City Council Event Licence assesor 



	People Risks to health, safety and wellbeing, and employee attraction, engagement and retention. 

	Risk appetite We support a safe, skilled an inclusive workforce that treats everyone fairly. Council has a medium appetite to attracting and retaining a high-performing workforce with a range of contemporary skills, knowledge and experience.  Council has no appetite for work practices, actions or inaction that compromise the wellbeing and safety of people including staff, contractors, volunteers and community.

	Activities

	Possible risks, hazards, impacts


	Initial risk rating without controls
e.g. B2 Medium
	Control measures
Identify measures to mitigate, transfer or avoid the risk.

	Where actioned
The process or document that enacts your control, or needs to be modified.

	Responsible position/s
Who will action, review and report on the risk?

	Residual risk rating after controls
e.g. C1 Very Low
	Is the residual risk rating within appetite?
If no, who has the risk been escalated to? What is the decision/outcome?

	Appropriate staffing for critical aspects of an event
	Event staff/organisers scheduled to work leading up to and during the event are absent leaving essential supervisory activities
	
	· Event co-ordinators to ensure adequate supervision of event bump in/out 

	
	
	
	

	Community volunteers working during event
	Failure to adequately manage the risks associated with utilising volunteers could lead to incident or injury.
	
	· Volunteer duties are identified and persons appointed as appropriate.
· Volunteers are inducted into the event and are provided with identifiable uniform 

	
	
	
	

	Setting up & packing up for an event
	Manual handling injury to event staff from moving furniture, & other items, shelving, moving trolleys.

Untidy storage area
Poorly stacked equipment.

Items awkward to carry.

 Lifting items in and out of vehicles  
	
	· Staff, contractors, and volunteers (workers) have been inducted to venue/ location.
· Staff, contractors, and volunteers (workers) have been informed of the event licence terms and conditions and the role they play in ensuring these are adhered to
· Workers to be provided with Manual handling training as part of induction 
	 LMCC Event Licence terms and conditions 

	
	
	

	Event staff/ stallholders setting up marquees and temporary structures
	Injury from erecting marquees/ tents

Causing damage to park irrigation or underground cabling
	
	· Check site for uneven ground surface
· Use suitable weights to weigh down legs
· At least 3 people to erect/de-rigging marquees. 4 or more during high winds.
· Take marquees down in case of high winds, if safe to do so.
· Use weights only for infrastructure – no pegging/staking. All staff and contractors to be briefed on this condition. 

	LMCC Event Licence terms and conditions 

	
	
	

	Driving and bumping into Outdoor venues such as parks.
	Damage to property or collision with pedestrian
	
	· Drive under 5km/h with hazards lights when entering and driving in parks 
· Second person present and wearing a high vis vest to watch and assist
· 2 metres from infrastructure and sculptures
	LMCC Event Licence terms and conditions 

	
	
	

	Contractors setting up marquees and tents
	Injury from erecting stall marquees/tents
	
	Contractors to have appropriate insurances.
Contractors to follow appropriate safe work methods 

	
	
	
	

	Children attending event
	Safety of children

Child safety incident occurs; physical and or psychological injury; sexual abuse.

	
	· Key event staff, delivering activities directly related to children, and the designated Child Safety Officers have current and valid WWCCs
· Event Staff are able to be easily identified by children and the information desk pointed out to children on arrival.
· All event staff vigilant in looking for any dangers, dramas, or strange occurrences, especially around children and report these to the event leads.
· Regular, rostered checking of all areas including bathrooms, especially anything enclosed by all staff working the event.
· Children not photographed or filmed without permission 
· No event staff alone with a child in any circumstance 
· Child safe signage at events

	
	
	
	

	
	Children lost/separated from carers at larger events
	
	· Provide a safe space at the event. This will be a meeting point for anyone who gets lost, separated or feels at any stage uncomfortable and need staff assistance.
· Make sure the safe space is clearly signposted.
·  Ensure all event staff are aware of the lost child process for the event.
· Wristbands available for under 18s to note their carer’s mobile in case of an emergency.

	
	
	
	

	Using utensils and equipment
	Cuts, burns
	
	· Ensure food preparation is conducted in suitable area away from public such as the kitchen 
· Ensure urns are set up away from public walkways or busy areas
· Employ professional caterers for large events
· Label urns – CAUTION – Hot Water
· Purchase prepared food where possible.
· Staff provide constant supervision in the food serving area
	
	
	
	

	Faulty electrical equipment
	Electric shock, injury or death to staff or participants
	
	· Visual check of all leads before activity
· All leads to be tagged and tested prior to event
· Faulty equipment is to be removed and taken out of service

	
	
	
	

	Drone Usage
	Injury resulting from drone. Could result in damage to equipment as well as injury to staff/visitors.
	
	· Staff to check weather and adhere to CASA regulations 
· Staff will not fly the drone if winds are too high (under 18knots is allowed) 
· Staff will not fly the drone within 3 nautical miles from any airport 
· Staff will choose a safe place to perform flights 
· Staff will be next to participants when they are flying the drone, and will be able to take control of the drone if needed 
· Staff will not allow the drone to be flown over populated areas 
· Staff will not fly the drone out of sight 
	CASA regulations



	
	
	

	Working at Outdoor Events 
	UV exposure
Sunstroke or sunburn to staff and participants
Insect bites
Comfort of participants and staff
	
	· Modify length of activity 
· Move activity to shade area
· Supply sunscreen and insect repellent to staff and participants 
· workers to wear hats, sunglasses and sunscreen
· Make water and/or ice available
· Provide a cool area or air conditioned space for worker experiencing fatigue
· Roster for more breaks
· Ensure venue has access to public toilets
· Train staff to monitor for signs of heat distress / manage heat
· Workers should start the day well hydrated and fit for work
· eat regular meals and snacks to help replace salt and electrolytes lost through sweating
· stay hydrated by drinking water regularly throughout the day 
· use the mechanical aids provided (eg. fans, cooling units)
· take rest breaks in an air-conditioned or shaded area
· do not wear more PPE that is needed for the job.
	 
	
	
	

	General public attending outdoor/ licenced events with sale of alcohol
	Persons entering the lake during the event, unsupervised young children, persons jumping off jetty
	
	Security/Police to monitor lake edge routinely

	Provision of suitable fencing if event ticketed

Security/ Police briefed as part of patrols.
	
	
	

	
	Anti-social, criminal behaviour by members of the public. Alcohol and/or drug consumption
	
	· Event co-ordinators and volunteers to maintain awareness of behaviours that could escalate or have potential to lead to incident, injury or damage.
· Security to patrol area and deal with issues as they arise, and notify event coordinators.
· Staff to report suspicious behaviour to Security.
	Alcohol Management plan 

Department of Liquor and Gaming Liquor Licence requirements

	
	
	





	Event Delivery Impact on quality event delivery 

	Risk appetite The Event Organisers understand and accept some risk is inherent and at times, may impact the delivery of our events .

	Activities

	Possible risks, hazards, impacts
	Initial risk rating without controls
e.g. B2 Medium
	Control measures
Identify measures to mitigate, transfer or avoid the risk.

	Where actioned
The process or document that enacts your control, or needs to be modified.

	Responsible position/s
Who will action, review and report on the risk?
	Residual risk rating after controls
e.g. C1 Very Low
	Is the residual risk rating within appetite?
If no, which coordinator, manager, director has the risk been escalated to? What is the decision/outcome?

	Selection of event location
	Location not suitable for event

Location is double booked


	
	· Use evaluation of last year’s event and consider alternative sites if required.
· Consider expected numbers and ensure site is appropriate for event capacity and infrastructure prior to booking.
· Examine accessibility and amenities of site – see below
· Ensure site is free from obstructions and/or inundation during initial and subsequent site inspections.
· Event coordinator inspect site prior to event setup.
· Place booking with LMCC to ensure venue is available.

	Debrief notes from previous year


	
	
	

	Suitability of event facilities
	Insufficient numbers of toilets
Amenities located at an unacceptable distance from event
Poor hygiene standards of toilets not cleaned adequately or regularly
Insufficient lighting 
	
	· Public toilets and additional Portaloo units to be provided for event. 
· Site plan with location of amenities to be completed by event coordinators prior to event.  Exact location of Portaloo to be coordinated by event coordinators onsite.
· Delivery dependant on ground conditions.
· Contractors to undertake cleaning and refill toilet paper 
· Contractors to clean public toilets as per the schedule. 
· Hire lighting towers to enhance visibility at night 
	Event Licence conditions
	
	
	

	Accessibility of event location
	Inadequate or inappropriate space or venue resulting In people with a disability unable to participate or attend events and activities
	
	Consider if the venue has the following:
· accessible public transport services nearby (so you can provide information on accessible routes from railway stations or bus stops to the event or refer patrons to the Transport for NSW Trip planner. 
· accessible parking bays and drop-off zones located on flat ground and a well-lit route to the event which is clear of obstruction
· accessible toilets that can be used by people with disability and their carers, who may be of the same or different gender
· accessible facilities such as public telephones and food and drink counters marked with clear visual signage
· resting spots at regular intervals along entrance and exit paths
· well-lit footpaths and ramps that have non-slip surfaces, are wide enough to accommodate people using mobility aids and are clear of obstruction
· clear external signage to the event which includes visual symbols
· a main entrance that is on the accessible route or a clearly signposted alternative
· special viewing areas for people with disability, as well as adequate space for wheelchair users to enter and move freely around (particularly for events where there is no spectator seating, such as parades or music festivals)
· a ramp or lift to all levels in the venue, including VIP areas
· captioning and hearing loop technology
· adequate lighting
· battery recharge station facilities for electric wheelchair users
· quiet spaces
· drinking water and shade for guide dogs for outdoor events
· Staff briefed in management process
	NSW Government Guide to accessibility
toolkit




	
	
	

	Use of animals in activities,
	Injury to staff or participants through Bites, allergies
	
	· Use animals trained to work with children or groups of people, use companion animals
· Staff to inform participants or carers of animals prior to activity
· Food not to be served or left around animals
· Ask for public liability insurance from contractors that work with animals
	
	
	
	

	Safe food handling procedures
	Poor hygiene practices, lack of adequate food safety precautions could lead to contamination, and illness
	
	Pump hand soap and alcohol hand wash available.
Proper handwashing and personal hygiene practices to be included in briefing
Suitable gloves to be available if appropriate.
Clean bench top thoroughly between demonstrations.
Clean cooking equipment thoroughly between demonstrations. 
New plastic chopping boards, wooden spoons and plastic spoons to be purchased for the Event. 
All food that requires refrigeration to be stored appropriately.
	
	
	
	

	Staging/ sound
	Excessive noise from sound gear, resulting in complaints, poor event experience for attendees
	
	Follow sound management guidelines set our in the event licence terms and conditions 
	
LMCC Event Licence terms and conditions 

Noise management plan

	
	
	

	16.37 Service of Alcohol
	Intoxicated attendees
	
	Contractor engaged to Licence event and run bar services
Licence provided by OLGR
Security on site		
RSA marshalls on site
User pay police on site

	· 
	
	
	

	Preparation and serving of food and drink
	Illness or accident resulting from poor food handling or excess alcohol consumption 
	
	· Employ professional caterers for large events
· Follow NSW Food Authority food handling guidelines
· RSA staff on site during event if alcohol is to be consumed 
· If alcohol is to be sold licence organised and police informed 
· Ensure any licensing requirements are understood and followed
Develop one-off alcohol management plan should the event location not be under the existing management plans listed. 
	· Work Health and Safety ACT 2011

NSW Food Authority- Food Safety for Caterers Guidelines
	
	
	

	Lack of appropriate security at event
	Not enough security guards provided or not suitably trained 
	
	If required, licensed security company can be contracted to provide appropriate staff on day. 
Copies of licence and plan to be provided prior to event.
	


	
	
	

	
	Security staff are required to physically manage aggressive, abusive or violent persons 
	
	Appropriate security clothing/vests are to be worn during the Event to ensure staff are easily identifiable.
Security staff to be briefed by event coordinators on correct procedure and response to issues/threats.
Security staff to request assistance from Police as required.
Security to provide a detailed report of incidents involving members of the public to event co-ordinator.
	


	
	
	

	
	Unlicensed staff
Inadequate numbers of staff,
	
	Licensed Security company hired who have prepared a risk management plan and a schedule for staff on the day.  
	


	
	
	

	
	Lack of Police attendance during the event
	
	Event Coordinator to negotiate attendance prior to event.
	

	
	
	

	First aid is not considered or provider fails to attend 
	Lack of first aid provision
Failure to treat minor injuries
Delay in escalating medical emergencies to appropriate emergency service
	
	First aid service to be contacted and confirmed prior to the event.
	Work Health and Safety ACT 2011


	
	
	

	First Aid provider/area not visible to visitors
	Visitors fail to request assistance for minor injuries 
Delay in escalating medical emergencies to appropriate emergency service
	
	Ensure the First Aid Station is positioned near the information Stall, adequate signs are in place and security, staff and volunteers have been notified of its location.
Identify First Aid Station on venue maps.
	Work Health and Safety ACT 2011


	
	
	

	Inadequate First aid supplies/equipment
	First Aid Provider unable to adequately treat minor injuries during the event
	
	First aid provider is responsible for providing adequate supplies or securing more as needed during the event 
	Work Health and Safety ACT 2011


	
	
	

	Reporting injuries that occur throughout event
	Staff unaware of incident, resulting in delay providing first aid assistance 
	
	Two way radio/mobiles and emergency contact list to be provided to personnel on site to ensure timely response to an incident.
First aid services provided onsite.
Event coordinators to be notified.
	Work Health and Safety ACT 2011


	
	
	

	Natural disasters/emergencies  
	Injuries to workers and visitors
	
	Identify emergency assembly area(s) on site plan.
Ensure unobstructed access way for emergency vehicle/personnel access across the Event site.
	Work Health and Safety ACT 2011


	
	
	

	Food provision 
	Insufficient food stallholders
	
	Ensure invitations supplied with adequate notice to potential food stallholders. 
	
	
	
	

	
	Food allergies/ Halal/Vegan
	
	Ingredients list to be available from food stallholders to advise consumers.
Wide range of foods to be provided.
	NSW Food Authority- Food Safety for Caterers Guidelines

	
	
	

	Supply of food and drinks for purchasing

	Patrons are burnt or injured as a result of consuming food or drinks supplied by exhibitors/vendors
	
	Stallholders to have public liability insurance and Food Safety Certification to serve food and beverages responsibly as per legislation.
First aid supplied on site.
	Work Health and Safety ACT 2011

NSW Food Authority- Food Safety for Caterers Guidelines

	
	
	

	
	Patrons get food poisoning 
	
	Event coordinator to ensure stallholders have the relevant approvals or qualify for exclusion.
Food stallholders to comply with the c
Food stored in accordance with AS 4322-1995: Quality and performance of commercial electrical appliances - Hot food storage and display equipment.
First aid supplied on site.
	NSW Food Authority- Food Safety for Caterers Guidelines

	
	
	

	
	Food Vendors do not have Council inspection letters
	
	No vendors allowed to attend without Food Van inspection letters presented to Council prior to event.
	Event licence application process
NSW Food Authority guidelines for food businesses operating at temporary events.

	
	
	

	
	Vendors do not have public liability insurances
	
	All Professional Indemnity policies sent to Council prior to the event.  Vendors who have not submitted this documentation will not be allowed to attend.
	Event licence application process
	
	
	

	
	Unsafe electrical cables, resulting in electrocution
Trailing cables leading to trip hazards

	
	All electrical leads must be tagged and either flown or covered.
Inspection carried out prior to operation by Event Co-ordinator.
	NSW Food Authority guidelines for food businesses operating at temporary events.
	
	
	

	
	Unsafe drinking water
	
	All hoses must be inspected prior to operation by Event Co-ordinator.
	Event licence application process
NSW Food Authority guidelines for food businesses operating at temporary events.

	
	
	

	
	Poor housekeeping
Rubbish is dropped around van, attracting vermin after the event
	
	Food vans to clean site prior to leaving park (as per trade agreement).  Residual to be collected as part of the site rejuvenation.
	Event licence application process
NSW Food Authority guidelines for food businesses operating at temporary events.

	
	
	

	
	Theft of property or monies from stallholders
	
	Security guards to maintain visible presence during event.
All incidents must be reported to Police.
	
	
	
	

	Free Transport
	Injury/accident occurring to patron whilst travelling on event sponsored transport – Tram, Bus etc
	
	All passengers to use the applicable restraints whilst travelling. 
Drivers to check restraints are in use before departure. 
Service providers to provide public liability insurance and other appropriate documentation and licenses as required.
When on board the vehicle, the vehicle driver is responsible for the safety of all aboard.
	
	
	
	





	Compliance Potential legal liability or breach associated with non-compliance with legislative and policy framework including claims, prosecutions and penalties.

	Risk appetite Council is committed to good governance and meeting legislated and regulatory requirements in a consistent and fair manner. Council has low appetite for significant breaches of legal obligations or contractual agreements that result in fines, penalties or reputational damage.

	Activities

	Possible risks, hazards, impacts


	Initial risk rating without controls
e.g. B2 Medium
	Control measures
Identify measures to mitigate, transfer or avoid the risk.

	Where actioned
The process or document that enacts your control, or needs to be modified.

	Responsible position/s
Who will action, review and report on the risk?

	Residual risk rating after controls
e.g. C1 Very Low
	Is the residual risk rating within appetite?
If no, which coordinator, manager, director has the risk been escalated to? What is the decision/outcome?

	Event Organiser insurance
	Insurance with additional event coverage is not up to date
	
	Event is added to organisation public liability insurance with event risk assessment provided – arranged with your Insurance Provider.
	Event Licence process

Terms and conditions or park or venue hire
	
	
	

	Contractor and sub-contractors/stallholders (general)
	Failure to have the required insurance
	
	Public liability policies are to be sent prior to be contracted for event.
Copies to be kept on file for the event.
	Event Licence process

Terms and conditions or park or venue hire
	
	
	

	Food stallholders
	Stallholders fail to have the required food safety and public liability insurance
	
	All public liability policies and food safety certificates are to be submitted prior to being contracted for the event.

All stallholders must complete a Temporary Food Event Notification.
event organisers are required to provide the link to all approved food / drink vendors and to check that they have completed the online notification form 10 working days prior to the event. 
	Event Licence process
 
NSW Food Authority- Food Safety for Caterers Guidelines

NSW Food Authority guidelines for food businesses operating at temporary events.
	
	
	

	Photography and filming of attendees
	Breach of privacy
	
	Signage at events advising photos will be taken.
If person is identifiable consent form is completed
Photos of individuals deleted from phone, computer & camera.

	
	
	
	

	Performer/ contractor (external) fails to comply with legal and other mandatory requirements
	
	
	Ensure external performers have public liability insurance, working with children checks and reference checks (as applicable)
	

	
	
	

	Licencing for public performance 
	Copyright licences are not in place
	
	One music Licence obtained where required. 

	One Music Licence
APRA Licence 

	
	
	

	Event Licence
	Event licence not adhered to



	
	All event staff to receive a copy of the event licence or any section relevant to their role.
The terms and conditions of the licence to be discussed with all staff, suppliers and stakeholders in advance of the event set up commencing to ensure requirements are clearly understood and agreed to. 

	
	
	
	

	Traffic control approval
	Failure to apply for Traffic control approval
Event causes traffic congestion

Interruption of services for residents

Access issues into properties
Car accidents

Construction activities/ road works in surrounding areas

Event clashes with another event in surrounding area/facilities, leading to overcrowding and congestion.
 
	
	Submission of an application for temporary traffic management to Council, If you are planning an activity on a Council road that requires traffic control.
If your event impacts a Transport for NSW main road you will need to submit an application to Transport for NSW.
Event Licence approvals are not provided should these be deemed required and not supplied.
Park/Venue booked in advance.


	Traffic control approval process
Traffic management plans – one off events
TfNSW – State Roads
City Works – Local Roads
Event Licence approval process

LMCC event management toolkit

	
	
	

	Liquor Licence
	Failure to obtain Liquor licence.
In breach of NSW Liquor and gaming ACT.
Unapproved sale of alcohol
No suitable management of alcohol policies applied.
Possible Fines and penalties
	
	Event Licence approvals are not provided should these be deemed required and not supplied.

Creation of alcohol management plan – one off events
Seek advice from NSW police in regard to the management of the event.
	Liquor & Gaming NSW Regulations
Alcohol management plan – one off events
Event Licence approval process
LMCC event management toolkit

	
	
	

	Aquatic Licence
	Failure to obtain an Aquatic licence

Failure to apply with a minimum of 6 weeks notice.

Penalties for having the event without the appropriate licence.
	
	Event Licence approvals are not provided should these be deemed required and not supplied.

Aquatic licences are needed if you want to run an aquatic event, competition, exhibition or any other activity that affects the general public's use of navigable waters, 
must be applied for at least 6 weeks before the event or activity starts – even earlier for more complex events or activities.
	Event Licence approval process
RMS NSW Waterways rules and regulations.

LMCC event management toolkit

	
	
	




	Financial Risks relating to any financial activity that has the potential to impact the community and the business including loss of revenue, fraud, mismanagement.

	Risk appetite event organiser recognises the financial risk involved in delivering an event

	Activities

	Possible risks, hazards, impacts


	Initial risk rating without controls
e.g. B2 Medium
	Control measures
Identify measures to mitigate, transfer or avoid the risk.

	Where actioned
The process or document that enacts your control, or needs to be modified.

	Responsible position/s
Who will action, review and report on the risk?

	Residual risk rating after controls
e.g. C1 Very Low
	Is the residual risk rating within appetite?
If no, which coordinator, manager, director has the risk been escalated to? What is the decision/outcome?

	Financial management of budget
	Events are not kept to budget.

External pricing impacts on budgeted amounts.


	
	Regular budget check-ins are made

Multiple quotes sought to obtain best price
Plans may need to be changed or items removed from event budget. 

Seek sponsorship

	

	
	
	

	Extreme weather event
	Results in cancellation of event. 
	
	Understand the risk exists for outdoor events.
Possible wet weather plan or event postponed and delivered at a later date.
Contracts with suppliers/ contractors/ performers/ artists include cancellation/postponement policy.
	Seek advice of Insurance options

Terms and conditions of park hire and Event Licence
	
	
	




	Assets and Infrastructure Adverse impact on Council’s assets and infrastructure including asset failure, reduced lifecycle or loss of service.

	Risk appetite Adverse impact on Council’s assets and infrastructure including asset failure, reduced lifecycle or loss of service.

	Activities

	Possible risks, hazards, impacts


	Initial risk rating without controls
e.g. B2 Medium
	Control measures
Identify measures to mitigate, transfer or avoid the risk.

	Where actioned
The process or document that enacts your control, or needs to be modified.

	Responsible position/s
Who will action, review and report on the risk?

	Residual risk rating after controls
e.g. C1 Very Low
	Is the residual risk rating within appetite?
If no, which coordinator, manager, director has the risk been escalated to? What is the decision/outcome?

	Aspect of venue or area unsafe – Unsafe condition
	May result in injury or accident to staff or participants

Venue deemed not fire compliant  
	
	· Visual check of venue or area prior to commencing activity
· Where equipment or material is identified as damaged, remove and place out of service, i.e. mark it as unsafe to use 
· Change venue or area if hazard cannot be removed or reduced sufficiently
	
	
	
	

	Entry or exit to venue or area blocked
	Delay and congestions while carrying out an evacuation in the event of an emergency
	
	Ensure all exits and pathways are always kept clear
	
	
	
	

	Inadequate emergency preparedness
	Delayed response to an emergency, resulting in potential injuries
	
	· Ensure access to fire equipment  unobstructed
· Ensure adequate first aid supplies are available
· Event staff trained in Emergency procedures 
	


	
	
	

	Location of electrical/water leads
	Trailing cables/leads could lead to trips and falls 
	
	Leads to be elevated or covered or located safely so not to cause trip hazards if on the ground.
Leads to be placed away from pedestrian traffic areas.
Visual inspection check to be done by event co-ordinators and volunteers prior to commencement of event.
	
	
	
	

	Structural integrity of tents, marquees, stalls
	Erected tents/stalls/ are not structurally sound - collapse of structures could cause injury to workers and visitors.
	
	Tents/stalls to be erected by contractors or stallholders in accordance with legislative requirements with appropriate current public liability insurance.
All large marquees are weighted with pegs. No more than 20cm to be used.
Walk through inspection prior to commencement of event.
	Terms and conditions of park hire and Event Licence. 

Stallholder agreements and terms and conditions 
	
	
	

	Stability of furniture and equipment, including partitions
	Injury from unexpected sudden movement. For example - collapse and falls of tables, chairs, partitions etc.
	
	Ensure stable placement of chairs and correct erection of tables on flat, firm ground.
Stall layout to be completed according to site plan.
Ensure display boards have feet and are pinned to ground or secured via sand/gravel bags.
	WHS Act 2011

Terms and conditions of park hire and Event Licence. 

Stallholder agreements and terms and conditions
	
	
	

	Exhibition area location
	Injury from unsafe exhibition area
	
	Stallholders to follow site plan.
Visual check to be carried out prior to commencement of event.
	WHS Act 2011

Stallholder agreements and terms and conditions.
Terms and conditions of park hire and Event Licence. 

	
	
	

	Unsafe stalls/
demonstrations
	Incident or injury
	
	Ensure all displays are secure.
All stall holders are to be supplied with terms and conditions which include safety requirements.
Event co-ordinators to conduct check prior to commencement of event. 
	WHS Act 2011

Stallholder agreements and terms and conditions
Terms and conditions of park hire and Event Licence. 

	
	
	




	Environmental Risks to or from the environment including pollution, climate change, natural climatic events, land use and the natural environment.

	Risk appetite Council recognises its responsibilities in mitigating environmental impacts and long-term climate projections that will significantly impact on the liveability of future generations. Council has a low appetite for environmental and climate impacts on our community arising from normal business activities.

	Activities

	Possible risks, hazards, impacts


	Initial risk rating without controls
e.g. B2 Medium
	Control measures
Identify measures to mitigate, transfer or avoid the risk.

	Where actioned
The process or document that enacts your control, or needs to be modified.

	Responsible position/s
Who will action, review and report on the risk?

	Residual risk rating after controls
e.g. C1 Very Low
	Is the residual risk rating within appetite?
If no, which coordinator, manager, director has the risk been escalated to? What is the decision/outcome?

	Traffic Management and Pedestrian Access
	Motor vehicle accidents
Pedestrian injury from vehicles 

	
	Ensure vehicle and pedestrian traffic is controlled appropriately by qualified traffic controllers
Ensure vehicles move slowly throughout the car park and adjacent areas
	Traffic management plans – one off events

TfNSW – State Roads

City Works – Local Roads 
Event Licence approval process
LMCC event management toolkit

	
	
	

	Parking
	Identification of parking areas unclear 
	
	Parking plan to be prepared that includes identified parking areas
	Traffic management plans – one off events


	
	
	

	
	Designated parking area unsuitable or inaccessible
	
	The condition of the parking areas monitored the week leading into the event for hazards. Alternatives identified and communicated as per the communication plan
	Traffic management plans – one off events


	
	
	

	
	Identification of traffic management personnel unclear 
	
	Traffic personnel to be located at key access points and to wear highly visible, clearly identifiable garments.
	Traffic management plans – one off events


	
	
	

	
	Parking controllers inadequately qualified 
	
	If required, parking controllers certification to be specified by event coordinators prior to the event.  Controllers to hold RMS accreditation.
	Traffic management plans – one off events


	
	
	

	
	Not enough parking provided 
	
	Encourage people to use other modes of transport by providing bike valet parking and free transport options
Parking on road through site.
	Traffic management plans – one off events



Event communications plan
	
	
	

	
	Adverse weather conditions affect the parking ground 
	
	Condition of parking locations to be checked by the event coordinators prior to the event.
In the case that extreme wet weather excludes parking on the site vehicles will be directed to the overflow parking areas
	Traffic management plans – one off events

	
	
	

	Waste management 
	Not enough recycling and garbage bins provided – leading to reduced quantities of material being recycled, and littering of park and surrounding areas
	
	Bins to be ordered by events coordinators.
Event coordinators to check provision and location of bins prior to event.
Bin location plan to be developed for bump in.
	
 


EPA guidelines.

LMCC event management toolkit
	
	
	

	
	Contaminated recycling 
	
	Adequate signage placed on bins
	 EPA guidelines.
	
	
	

	
	Food waste not diverted from waste stream 
	
	Food vendors provided with food waste bins and shown location of collection points on map at bump in
· Signage on waste and recycling bins installed
	
EPA guidelines.
	
	
	

	
	Rubbish is dropped around site 
	
	Stallholders to clean area prior to leaving site as per stallholders’ agreement.
Provide clearly labelled garbage bins close by stalls.
Residual garbage to be collected as part of site clean-up at the end of the day.
	Stallholder terms and conditions
EPA guidelines.
	
	
	

	
	Debris remains following event 
	
	Volunteers to clear debris immediately following event .
Event to comply with EPA guidelines.
	EPA guidelines.
	
	
	

	
	High levels of energy usage at event 
	
	Event co-ordinators to ensure staff and volunteers engage in sustainable practices and to ensure all contractors engage in sustainable practices; as per minimum legislative requirements.
	
	
	
	

	Fireworks
	NSW Maritime approval not granted
	
	NSW Maritime Exclusion Zone permit – application completed and approved prior to event
	Aquatic licence process
	
	
	

	
	Public risk of injury from explosion
	
	Fired over Exclusion zone. Area fenced off and guarded by Security, and Police.  Extra lighting towers installed to light perimeter of land exclusion zone. Water Police and Marine Rescue guard water exclusion  zone.  
	
	
	
	

	
	Fire 
Injury to patrons in the area

	
	Fireworks are detonated over water
Fired over exclusion  zone
 Licensed operator checks for material not fired and disposes of it.
	
	
	
	

	
	Fireworks operator not licensed
	
	Workcover Pyrotechnic Licences and PLI provided to Council
	LMCC event management toolkit

	
	
	

	
	Crowd Fireworks (brought into the park) and set off, resulting in injury and property damage
	
	Activity is not permitted and is controlled by security and police.  Offenders removed from park and fireworks confiscated.
	
	
	
	

	
	Firework material causing Environmental harm/Pollution
	
	Debris is cleaned up immediately after event and completed the following day. Complies with EPA guidelines.
	
	
	
	

	Public use of waterway
	Overcrowding during the event, leading to users becoming aggressive
	
	NSW Maritime and Marine Rescue to patrol lake area
	Aquatic Licence 
RMS rules and regulations

	
	
	

	
	Boats being in exclusion zone when fireworks are detonated, risk of injury and property damage.
Boats being in exclusion zone for other on water events
	
	RMS to set exclusion zone with buoys and Marine Rescue to police.
Fireworks will not be detonated whilst boats in exclusion zone, will hold up display until safe
	Aquatic Licence 
RMS rules and regulations

	
	
	

	
	Closure of boat ramps not advised to residents
	
	Closures communicated in advance to residents/ community through signage. Websites, social networks.
	LMCC event management toolkit

	
	
	

	
	Approval not obtained to use the waterway
	
	Complete application for and obtain an Aquatics Licence.
	RMS licence process
	
	
	

	General Hazards
	Passive smoking/ vaping 
	
	Patrons requested to move away from heavily populated areas to the designated smoking/vaping area
	Smoke-free Environment Act 2000
	
	
	

	Hostile vehicle attack
	Pedestrian injury hostile vehicles
Threat of terror
	
	Pre-event inspection to identify weak points for vehicle access completed in collaboration with police.
Use alternate methods of blocking vehicles if no bollards/design in place by event such as vehicles, skip bins etc.
Ensure park is not accessible during the event by vehicles. Security to man entry gates and ensure security vehicles used to block gates can be removed quickly.
Ensure bollards or other vehicle barriers are in place to reduce access for vehicles. 
Ensure pedestrian exits remain unobstructed and access for emergency vehicles is available if required.
	
	
	
	

	Acts of extremism
	Attack leading to multiple injuries
	
	Police command service established and security briefings prior to the event to cover any relevant issues and threats likely to be current.
Security and Police to patrol

	ACT events Emergency Response Plan 
	
	
	

	Severe weather - wet
	Inundated site unsuitable for use due to wet weather conditions
	
	Inspect site at appropriate timeframe prior to event to assess any inundation and potential risk for damage to grounds.
	Terms and condition of park hire
 
LMCC event management toolkit

	
	
	

	
	Mild wet weather on day of event
	
	Event will continue with some outdoor activities cancelled such as activities that would be unsafe
	Terms and condition of park hire

LMCC event management toolkit

	
	
	

	
	Storms/electrical activity, potential for persons to be seriously injured if exposed to extreme weather during the event
	
	Event Co-ordinator to advise C&RD Co-ordinator and/or Manager to advise if unsafe to continue
See Emergency Response Plan for information on how Events officers will respond
The Event will be temporarily stopped for a short period until safe, or if prolonged will need to be cancelled with approval
In the event of cancellation,  the use of social media and radio and TV sponsors would be utilised
	Terms and condition of park hire
 
LMCC event management toolkit

	
	
	

	
	Weather Cancellation
	
	This event does not lend itself to continuing in extreme weather.  Activities cannot be scaled back to carry on in undercover areas as these areas all have a purpose and would be unable to contain the crowds that are likely to attend 
	Terms and condition of park hire
 
LMCC event management toolkit

	
	
	

	Severe weather - heat
	Severe heat conditions
	
	First aid to have sunscreen and heat stress supplies available.
Ensure adequate shaded areas are provided.
Provide access to adequate drinking water.
May need to decide to close event.
	LMCC event management toolkit

	
	
	

	
	Patrons suffering sunburn, and heat related illnesses
	
	Shade areas and water available and first aid on site – free sunscreen available at Info Tent
	LMCC event management toolkit


	
	
	

	Emergency event, e.g. fire, severe weather
	Evacuation of event/venue required
	
	Emergency Response Plan to be finalised prior to the Event.
Emergency Response Plan to be kept in event folder located in the Information Tent.
Ensure that appropriate persons are made aware of plan during volunteer briefings.
Weather forecast to be monitored for potential extreme weather conditions. Assess any risk presented by conditions on the day of the Event. If assessed as unsafe, cancel the event. MC to advise patrons of the location of the Information Tent and how to identify staff/community volunteers in the event of an emergency.
	LMCC event management toolkit



	
	
	




	Information, Communication and Technology Our ability to deter, manage and respond to cyber security threats and failure to maintain up to date technology.

	Risk appetite Council recognises the reliance on technology on most council operations which leads to increased risks of frequent and severe cyber-attacks. Council has a low appetite for work practices, actions or inactions that compromise the protection, reliability and integrity of critical IT.

	Activities

	Possible risks, hazards, impacts


	Initial risk rating without controls
e.g. B2 Medium
	Control measures
Identify measures to mitigate, transfer or avoid the risk.

	Where actioned
The process or document that enacts your control, or needs to be modified.

	Responsible position/s
Who will action, review and report on the risk?

	Residual risk rating after controls
e.g. C1 Very Low
	Is the residual risk rating within appetite?
If no, which coordinator, manager, director has the risk been escalated to? What is the decision/outcome?

	Use of ticketing system
	Personal Details of customers are leaked due to a cyber attack.

Personal details of customers are inadvertently shared by staff or overheard by others.

	
	Limit the personal details obtained for ticket sales.

Event Staff are trained in the  management of confidential details and privacy Legislation.


	Privacy and Personal Information Protection Act 
(PPIPA 1998)


	
	
	

	Checking people into events
	Personal information is not kept secure through the use of portable devices.
	
	Use appropriate log-in and security access for ticketing system

	

	
	
	





	Reputation Risks that have the potential to negatively impact the reputation of the business or the community, either directly or indirectly.

	Risk appetite The Event organiser recognises the importance of protecting its reputation. The Event Organsie does however understand that negative publicity may occur where these is competing priorities and interests in the community. 

	Activities

	Possible risks, hazards, impacts


	Initial risk rating without controls
e.g. B2 Medium
	Control measures
Identify measures to mitigate, transfer or avoid the risk.

	Where actioned
The process or document that enacts your control, or needs to be modified.

	Responsible position/s
Who will action, review and report on the risk?

	Residual risk rating after controls
e.g. C1 Very Low
	Is the residual risk rating within appetite?
If no, which coordinator, manager, director has the risk been escalated to? What is the decision/outcome?

	Stakeholder management
	Failure to identify all possible stakeholders in regards to the events and who may be impacted. 

Failure to communicate with / to these stakeholders within a suitable timeframe.

	
	Review previous year event information, to identify stakeholders as part of a broader process to identify all stakeholders.

Develop communications plan to engage with those stakeholders. 

Consider broader communication plan to capture those we may have missed.


	
	
	
	

	Noise from events
	Uncontrolled noise from Council or community events resulting in complaints from residents. 
	
	Implement the Noise management plan.
· Notice of event letter 2 weeks before
· Appointment of reputable sound management company 
· Briefing of sound management company of requirements
· Establish hotline for complaints.
· Track and manage issues during event.
· Roving sound testing at residences happening at the event.
	LMCC Noise management plan

EPA guidelines

	
	
	

	Parking
	Carpark access issues, resulting in delays
	
	Traffic Management plan to ensure that traffic controllers direct traffic in an efficient and courteous manner.

Communication prior to the event in regard to parking options/ changes in traffic through VMS.

	Traffic management  plans developed for one – off events.

Event licence conditions
	
	
	

	Event promotion and communication
	Incorrect information given – dates, location resulting in reduces attendees and disgruntled audience.

Incorrect information given in regards to what to expect at the event

Not enough promotion of the event 

	
	Cross and check and proofing of information.


Provide suitable budget for promotion,
Consider best channels for promotion. 
	
	
	
	









	List all Hazardous Chemicals to be used in the activities if applicable. All hazardous chemicals must be accompanied by a Hazardous Chemical Risk Assessment. Refer to Hazardous Chemical – Process Control Document for guidance.

	
	

	
	



	The following people were consulted in the development of this risk assessment
	

	Team member’s name
	Position or team Name

	
	

	
	



	How is this risk assessment to be communicated to all staff undertaking the activities?

	Method e.g. site-specific induction, training, toolbox talk, Team meeting
	Evidence of dissemination e.g. electronic note saved to TRIM

	
	

	
	





	Risk Matrix - Likelihood

	Risk Rating
	Timeframe
	Consequence
	
	
	Consequence


	A = Almost Certain 
	80-100% probability the event will occur in the next 12 months. Control environment is weak to missing, known to have failed in the past. No response strategies.
	E = Extreme
	Immediate - <24hr
	if hazard occurs
	Likelihood
	
	1
	2
	3
	4

	B = Likely 

	50-80% probability the event will occur in the next 12 months. Control environment is weak, ad hoc. Current response strategies are poorly targeted.
	H = High
	< 7 days
	1= Minor
	
	A
	M
	H
	E
	E

	C = Possible 

	25-50% probability the event will occur in the next 12 months. Control environment is established, known and supported, but not regularly monitored.
	M = Moderate
	< 30 days
	2= Moderate
	
	B
	L
	M
	H
	E

	D = Unlikely 

	0-25% the event will occur in the next 12 months. Control environment is secure, formalised, and regularly monitored. Critical points identified and generally understood. Current response strategies well designed and appear to be effective.
	L = Low
	< 6 mths
	3= Major
	
	C
	VL
	L
	M
	H

	
	
	VL = Very Low
	<12 mths
	4= Catastrophic
	
	D
	VL
	L
	M
	H




	Risk Matrix - Consequence

	[bookmark: _Hlk107812279][bookmark: _Hlk106110511]Risk category
	Minor – 1
	Moderate – 2
	Major – 3
	Catastrophic - 4

	Service Delivery
	· Minor disruption to service delivery (<1% of customers/community disrupted for <5hrs)
· No impact to critical functions
· Temporary (less than 24 hours) degradation in quality of outputs
· Minor delay in project deliverables but still on track

	· Moderate disruption to service delivery (<1-5% of customers/ community disrupted for 5-24hrs)
· Loss of functions across some areas, minimal loss of one critical function (less than 1 hour)
· Moderate (between 25 – 72 hours) degradation in quality of outputs
· Project deliverables delayed or compromised, project off track, manageable within current resourcing
	· Major disruption to service delivery (6-20% of customers/ community disrupted for 25-48hrs)
· Major (up to 4 hours) loss of critical functions across multiple areas 
· Major (between 3-7 days) degradation in quality of outputs
· Critical impact on project milestones requiring review of implementation date
	· Extensive disruption to service delivery (>21% of customers/ community disrupted for more than 48hrs)
· Extensive loss of critical functions across organisation
· (more than 4 hours)
· Extensive (more than one week) degradation in quality of outputs
· Key project deliverables not achieved

	People – attraction, retention and culture
	· Annual Turnover rate 5-10%
· Industrial issue, single employee affected
· Less than 10 Days unplanned leave per year per FTE
· No job position readvertised
	· Annual Turnover rate 11-15%
· Industrial issue, less than three employees affected, isolated reduced morale
· 10-13 days unplanned leave per year per FTE
· 1-3 position readvertised (yearly)
	· Annual Turnover rate 16-20%
· Industrial issue, multiple employees affected, morale reduced but recoverable
· 13-18 days unplanned leave per year per FTE
· 4-9 position readvertised (yearly)
	· Annual Turnover rate >21%
· Significant Industrial issue, multiple employees involved, extensive reduced morale, compensation required.
· More than 18 days unplanned leave per year per FTE
· More than 10 position readvertised (yearly)

	[bookmark: _Hlk109638556]People - safety
	· Injury or illness requiring first aid treatment
· No lost time injury
· No long-term effects
	· Medical attention required offsite, such as out-patient treatment provided by the emergency section of a hospital (i.e. not requiring admission)
· Admission for corrective surgery which does not immediately follow the injury (e.g. to fix a fractured nose)
· Medium to long term effects resulting in less than 3 months off work (LTI)
	· Long term illness/injury or immediate treatment for a serious injury or potentially dangerous incident occurs)
· Admission into a hospital as an in-patient for any duration, even if the stay is not overnight or longer
· Notifiable under SafeWork 
	· Permanent disability or death of person

	Risk category
	Minor – 1
	Moderate – 2
	Major – 3
	Catastrophic - 4

	Financial
	· Minor financial loss, wastage or unbudgeted expenditure.
· Less than $50,000
	· Moderate financial loss, wastage or unbudgeted expenditure
· $50,000 - $500,000
	· Major financial loss, wastage or unbudgeted expenditure
· $1 Million - $5 Million
	· Extensive financial loss, wastage or unbudgeted expenditure
· In excess of $5 Million

	Compliance
	· Technical breach of legal obligation with limited or insignificant impact such as corrective action 
· Internal staff warning
	· Breach of legal obligation (such as law, regulation, licence or contracts) resulting in one minor regulatory action (e.g. penalty infringement notice (PIN))
	· Breach of legal obligation (such as law, regulation, licence or contracts) resulting in one or more prosecution, regulatory investigation, enforceable undertaking, licence suspension, penalty 
	· Significant breach or systemic breaches of legal obligation (such as law, regulation, licence or contracts) resulting in one or more high impact prosecutions, class action, extensive penalties (over $100k), licence sanction/ revocation

	[bookmark: _Hlk109037409]Assets and Infrastructure
Definition of critical assets are detailed in the Resourcing-Strategy
	· Minimal or isolated disruption to service potential of non-critical assets or infrastructure for less than seven days
· Critical assets unfit and customers/community disrupted for <24hrs 
	· Significant impact on service potential of non-critical assets or infrastructure for more than seven days less than four weeks
· Critical assets unfit and customers/community disrupted for 24hrs-5 business days
	· Major impact on key service potential of non-critical assets or infrastructure for more than one month less than one year 
· Critical assets temporarily unfit for purpose (between 5 or more days)
	· Extensive (greater than one year) or permanent impact on key service potential.
· Critical assets written off

	Environmental
	· Environmental impact is limited to a small area and are immediately reversible (recovery less than one month)
	· Limited/isolated instance of environmental damage that could be reversed (recovery less than three years)
	· Significant loss and/or danger of continuing environmental damage (recovering between three and nine years)
	· Critical and widespread loss with long-term recovery and/or irreversible impacts on the environment, threatened species or native vegetation (recovery more than ten years) 

	[bookmark: _Hlk107812140]Information, Communication and Technology
	· Compromise of information otherwise available in the public domain
· Compromise of systems to no more than 5% of workforce or services and less than 24 hours 
	· Compromise of information sensitive to one internal department 
· Compromise of systems to less than 25% of workforce or services and more than 25 hours and less than 3 days
	· Compromise of information sensitive to more than one internal department or to one external customer
· Compromise of systems to less than 50% of workforce or services and more than 3 days and less than 1 week
	· Compromise of information sensitive to more than one internal department and/or multiple external customers information
· Compromise of systems to more than 50% of workforce or services and 1 week or more

	Reputation
	· Minor localised media interest 
· Insignificant enquiries on social media
Minor community impact & localised public concern
· Minor loss of credibility with key stakeholders
· Minor concerns from external agencies
	· Limited regional media coverage, unfavourable local and/or social media attention
· Significant community impact & public criticism
· Temporary but critical loss of credibility with key stakeholders
· Criticism by external agencies
	· Widespread state media coverage and/or social media attention
· Major community impact & loss of public support
· Major damage to key stakeholder relationship
· Ministerial involvement
	· Sustained and extensive national media coverage and/or social media attention
· Extensive community impact & public outcry
· Extensive damage to key stakeholder relationship
· Government censure





Risk Escalation – If a risk is outside of appetite, treatment or escalation is required. The below table is a guide on preferred treatment options and reporting and escalation levels.
	Residual risk rating
	Preferred treatment options
	Reporting and escalation level

	Extreme
	Avoid
	Director

	High
	Avoid, transfer or mitigate
	Manager

	Medium
	Mitigate or accept
	Coordinator, Supervisor or Team Leader

	Low
	Accept and identify corrective actions
	Responsible staff member
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