RISK Management Plan 


Template
This template has been provided for organisers who do not already have a Risk Management Plan for their event, filming/photography activity. If your activity is high impact, you are advised to seek a professional plan. If you’re unsure, please contact event.permits@mornpen.vic.gov.au.


Introduction
A Risk Management Plan identifies potential risks, assesses their impact, and outlines strategies to minimize or manage them. Its purpose is to ensure safety, prevent disruptions, and prepare for unexpected situations, ensuring the activities runs smoothly. 

Let’s begin…


Activity Details
	
	Enter details below

	Organiser
	


	Plan Prepared By
	


	Date Prepared
	













Step-by-Step Guide to Fill in the Risk Register Table Below
Step 1: Identify Hazards
Use the table below as a guide to identify potential hazards that could occur before, during, or after your. Add others to your specific activity if not listed. 
[bookmark: Hazard]Action: List all identified hazards in the "Hazard" column of the Risk Register Table below
	Hazard Type
	Description
	Potential Hazards

	Physical Hazards

	Hazards that pose a risk of physical harm, often due to environmental or situational factors.

	· Slips, trips, knocks and falls 
· Moving machinery
· Poor lighting
· Outdoor stages or large infrastructure
· Marquees and other small infrastructure
· Overcrowding
· Live electrical wires or faulty equipment
· Confined spaces
· Inflatable equipment
· Amusement rides
· Playgrounds
· Uncontrolled animals

	Health & Safety Hazards
	Hazards that pose a risk to personal health & safety due to exposure or illness.

	· Medical Emergency
· First aid incident
· Food poisoning
· Alcohol & drug abuse
· Exposure to very hot or cold environments (heatstroke, hypothermia)
· Structural fire
· Noise
· Gas leak or explosion
· Lack of toilet facilities / sanitary services
· Infectious disease
· Wildlife and Pest (ticks, mosquitoes, bees, encounters with snake etc)
· LPG cylinders, chemicals beaters and appliances
· External emergency
· Performers
· Allergies

	Operational Hazards
	Hazards arising from the day-to-day management, equipment, and procedures involved in running an event..
	· Power failure
· Sound or lighting equipment failure
· Inadequate signage/event direction
· Lack of safety equipment (first aid kits, fire extinguishers, safety barriers)
· Waste Management (Lack of Bins)
· Communication breakdowns between team members
· Delays or cancellations due to logistics (transportation, deliveries)
· Inadequate waste management (overflowing trash, blocked exits)
· Staff / volunteers inadequate
· Stallholder not complying with OH&S guidelines
· Overcrowding
· Suitable access and egress of patrons (entry and exit)
· Cash handling

	Environmental Hazards
	Hazards arising from natural or external environmental conditions.

	· Extreme Weather (heatwave, Wind/storm, heavy rain/flooding)
· High fire danger days
· Event close to active roads and/or activities on roads
· Hazardous Waste and Pollution (soil contamination, chemical spill)
· Falling Objects (Potential for trees) to fall

	Security Hazards
	Hazards related to unauthorized access or security breaches.

	· Missing person/lost child
· Unauthorized entry
· Criminal activity
· Bomb threat or blast
· Theft or Vandalism
· Terrorism
· People causing public disturbance.
· Protests


Step 2: Determine the Risk Rating
Using the table below as a guide, rate each hazard by assessing:
· Likelihood i.e. Rare, Unlikely, Possible, Likely, Almost Certain THEN,
· Consequence i.e. Insignificant, Minor, Moderate, Major, Catastrophic
· Based on the combination of these factors, this will lead you to the Level of Risk i.e. Low, Moderate, High, Extreme
Action: Enter the “Level of Risk” for each hazard in the Risk Register Table below.
	
	CONSEQUENCE: What is the severity if it did occur?

	
	1 – Insignificant: No injuries / minimal financial loss
	2 – Minor: First aid treatment / medium financial loss
	3 – Moderate: Medical treatment / high financial loss
	4 – Major: Hospitable / large financial loss
	5 – Catastrophic: Death / massive financial loss

	LIKELIHOOD 
What is the probability it will occur?
	A – Almost Certain: 
Often occurs
	Low
	Moderate
	High
	Extreme
	Extreme

	
	B – Likely: Could easily happen
	Low
	Moderate
	High
	High
	Extreme

	
	C – Possible: Could happen
	Low
	Moderate
	Moderate
	High
	Extreme

	
	D – Unlikely: Hasn’t happened but could
	Low
	Low
	Moderate
	High
	High

	
	E – Rare: Possible in extreme circumstances
	Low
	Low
	Low
	Moderate
	High











Step 3: Determine the Risk Response
Using the table below as a guide, outline what treatment’s you will put in place to reduce the risk of each hazard occurring. Consider the following types of actions:
· Preventive Measures: Steps to prevent the hazard from happening.
· Mitigation Strategies: Actions to minimize the impact if the hazard does occur.
· Contingency Plans: Procedures for managing the situation if the risk materializes.
[bookmark: Response]Action: Enter your “Risk Response” in the Risk Register Table below
	Level Of Risk 
What is the impact if it did occur?
	Risk Response 
What treatment’s will you put in place to reduce the risk of it occurring?

	Extreme
	Stop work. Immediate action required. Take urgent steps to eliminate or control the hazard. Implement emergency procedures and review plans.

	High
	Immediate action needed. Implement strict controls and safety measures. Monitor the situation closely.

	Moderate
	Action required to reduce risk. Implement controls to minimize impact. Monitor and review periodically.

	Low
	Manage as routine. Implement basic controls and monitor for any changes. Review occasionally.




Step 4: Assign Responsibilities: 
Identify who is responsible for each risk in the “Who Is Responsible” column (e.g., event manager, event staff, location manager, security staff, traffic management team, first aid team). 
















Risk Register Table Tips: 
· It is recommended to organize your table by "Level of Risk," starting with 'Extreme' items at the top and progressing down to 'Low.' 
· For risks rated 'Extreme' or 'High,' consider referencing your Emergency Management Plan in the “Risk Response” section. For example, 'Follow Emergency Plan for Extreme Weather’ 
· Use the Example Table on the last page as a guide 
[bookmark: risk]
Risk Register Table – please complete 
	Hazard

What could go 
wrong? Refer to Step 1: Identify Hazards

	Likelihood 

What is the probability it will occur? 
Refer to Step 2: Determine the Risk Rating
	Consequence 

What is the Severity if it did occur? 
Refer to Step 2: Determine the Risk Rating
	Level of Risk 

What is the impact if it did occur? 
Refer to Step 2: Determine the Risk Rating
	Risk Response 

What treatment’s will you put in place to reduce the risk of it occurring? Refer to Step 3: Determine the Risk Response
	Who is Responsible?


	Criminal Activity
(Mandatory)
	Unlikely	Major	High	
	Position:
Phone:

	
	Choose an item.	Choose an item.	Choose an item.	
	Position:
Phone:

	
	Choose an item.	Choose an item.	Choose an item.	
	Position:
Phone:

	
	Choose an item.	Choose an item.	Choose an item.	
	Position:
Phone:

	
	Choose an item.	Choose an item.	Choose an item.	
	Position:
Phone:

	
	Choose an item.	Choose an item.	Choose an item.	
	Position:
Phone:

	
	Choose an item.	Choose an item.	Choose an item.	
	Position:
Phone:

	
	Choose an item.	Choose an item.	Choose an item.	
	Position:
Phone:

	
	Choose an item.	Choose an item.	Choose an item.	
	Position:
Phone:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Step 4: Upload completed plan to booking account 
Your booking can be viewed, paid and managed via the booking link found in the email you received upon making the booking. Or if you are a registered customer, you can manage your account through the Customer Portal. If you have any questions, please contact us event.permits@mornpen.vic.gov.au. For urgent enquires only please call 1300 850 600.

You’re all done! 
	


[bookmark: Example]Example Table

	Risk
	Likelihood
	Consequence
	Level of Risk
	Risk Response
	Who is responsible?

	Slips, trips, and falls
	Likely
	Moderate
	High
	Implement signage, staff training, and clear walkways
First-Aid kits on site

	Position: First Aid Offer
Phone: xxxx-xxx-xxx

	Medical Emergency
	Possible
	Major
	High
	Ensure first aid staff and equipment are available
Follow Emergency Plan for Medical Emergency
	Position: First Aid Offer
Phone: xxxx-xxx-xxx

	Fire hazard 
	Unlikely
	Catastrophic
	HighEXAMPLE
 ONLY

	Install fire extinguishers and conduct fire drills
Created Emergency Assemble Area
Follow Emergency Plan for Fire Emergencies

	Position: Fire Safety Officer / Event Manager
Phone: xxxx-xxx-xxx 

	Weather extremes (heatwave)
	Possible
	Major
	High
	Provide shade, water stations, and monitor weather forecasts
Created Emergency Assemble Area
Follow Emergency Plan for Extreme Weather

	Position: Event Manager
Phone: xxxx-xxx-xxx

	High Fire Danger Day
	Possible
	Catastrophic
	High
	Monitor weather, restrict fire-risk activities, and have fire safety plans in place
Created Emergency Assemble Area
Follow Emergency Plan for Fire Emergencies

	Position: Fire Safety Officer / Event Manager
Phone: xxxx-xxx-xxx

	Overcrowding
	Likely
	Major
	High
	Control crowd flow, set capacity limits, and provide clear signage 
Created Emergency Assemble Area
Follow Emergency Plan for Crowd-related Emergencies

	Position: Event Manager / Security Manager
Phone: xxxx-xxx-xxx 

	Suitable access and egress of patrons (entry and exit)
	Likely
	Major
	High
	Ensure clear entry and exit points, provide staff direction, and monitor crowd movement
	Position: Event Manager 
Phone: xxxx-xxx-xxx 

	Noise disturbance

	Likely
	Moderate
	Medium
	Use noise level monitoring and restrict volume where necessary
	Position: Event Manager / Sound Monitor
Phone: xxxx-xxx-xxx



