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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?

	Diving into shallow water  
Weak swimmers in deep water 
Injuries while participating
	Risk of drowning or concussion

	2
	Supervisors and teachers are in full view of pool at all times.  All swimmers must be competent to swim 50m as stated in SACPSSA guidelines. *Ensure that dive entries are only conducted from the deep end of the pool; swimmers are to start in the pool at shallow end (relays). 
*Follow centre rules 
* Brief participants on rules and behaviour at the commencement of the carnival 
*Teachers to fully supervise their students
	1-3
	Teacher, Principal
Pool Staff
	duration
	duration

	Inadequate pre planning of event
	Inadequate supervision 
Inadequate safety precautions 
Insufficient adjustments for students and/or staff with additional needs
	4
	Follow relevant DoE Policy’s and Guidelines, including Guidelines School Swimming Programs 

Liaison with key stakeholders:
· Charlestown Pool
· Eastlakes Schools
· ELMPSSA staff
· Parents of students with additional needs consulted
	2
	Organising teacher
	Prior to event
	Prior to event 

	Staff do not have current qualifications
	Student requires CPR and staff’s qualifications are not current
Student has an allergic reaction or medical episode

	15
	School has identified and trained sufficient attending staff in CPR.
School staff have completed:
· e-Anaphylaxis
· e-Emergency Care
· Face-to-Face Anaphylaxis training
· Child Protection
· Code of Conduct

Code of conduct clarifies the standards of behaviour that are expected of DoE staff in the performance of their duties. The Code includes but is not limited to:
· Fairness and Equity
· Discrimination, Harassment and Workplace Safety 
· Culture

	6
	Principal
	Prior to event
	Prior to event 

	Venue open to public
	Students in close proximity to unknown adults utilising the pool and its facilities
Students using toilet or change room facilities at the same time as unknown adults
	MEDIUM 
8
	Sufficient students/staff ratios, including gender balance of staff for toilet and change room supervision

Toilet access included in daily safety briefing

Adherence to school buddy system when accessing toilet and change rooms

Students to ask permission before using facilities
	LOW 
2
	Organising teacher
	Prior to event
	Day of activity, before and during.

	Student/s inappropriately approached by stranger
	physical harm to student
	1
	instructed to notify a teacher when leaving venue to go to toilet and on return.
* Students instructed to remain in pairs/groups at all times, particularly when going to toilets. Notify teacher immediately should anything happen


	1-3
	Teacher
	duration
	duration

	Venue has not identified risk levels
Water quality not maintained
Venue facilities not maintained
	Illness
Drowning
Death
	10
	Venue risk management includes:
· Qualified lifeguards available
· CPR posters and pool rules on display
· Out of bounds areas identified with school informed
· Toilets identified for staff and student use
· Seating area identified for staff and student use
· Venue emergency evacuation exits identified with emergency evacuation plan provided to school
· Venue has an appropriate First Aid Kit

Pool and surrounding area checked by staff and venue officials at the venue before warm up and events commence per Guidelines School Swimming Programs
	4
	Organising teacher
	Prior to events
	Prior to events

Day of activity

	Venue Evacuation
	Evacuation of Venue
	1
	* Verbal instruction to students about potential risks and safety measures.                                                     * Decide on and show students the site of a safe meeting point.                                                           * Mark roll, carry list of students’ mobile phone numbers and ring student.                                        * Ascertain their whereabouts and direct them to meeting point.
* Notify school of evacuation, change of plans and any missing students.
	1-3
	Teacher, Principal 
	duration
	duration

	Accidents / Injuries
	Injury to Students -    
* Asthma                   
* Broken Limbs           
* Anaphylaxis              
* Cuts & Abrasions               
* Bruising                                    * Muscle Strains      
* Soft Tissue Injuries 
* Hard Tissue Injuries                      * Facial Injuries        
* Concussion
	2
	Students take care to minimise risks and ensure necessary procedures/instructions  are being followed
	1-3
	Teacher, Principal attending, SLSO
Pool Staff
	Beginning and throughout
	duration

	Critical incident response
	School, parents and necessary DoE staff not informed of incident
Incident not managed in accordance with DoE policy and procedures
	LOW
3
	DoE staff to follow DoE Incident Management Guidelines 

DoE staff to follow DoE Incident reporting guidelines and notifying principal/school.

Emergency services contacted
Parents contacted 
Principal or delegate to make report to Incident Hotline
Principal or delegate to contact Media Unit
Principal to notify Director, Educational Leadership of Incident
	LOW 
2
	Organising teacher

Principal
	At time of event
	At time of event and as soon as humanly possible, immediately following a critical incident 

	Insufficient /inadequate Supervision 
	Supervision requirement for students with additional needs or disability not met
	9
	Suitability of facilities and access for students in wheelchairs or who have restricted/limited mobility
Specific medial needs of students 
	6
	Organising teacher
	Prior to event
	During activity 

	Sun safety and weather
	Sunburn
Heat stroke
Dehydration
Wind burn
	3
	Students informed to wear sunscreen to pool every day
Communication to parents (note, social media, Sentral) advises them that students need to wear sunscreen every day to pool
Students required to wear hat when not in water
Apply additional sunscreen as required
Monitor weather and wear appropriate clothing or cancel lesson
	3
	Organising teacher

All staff
	Prior to event
	At time of event 

	Transport
	Student may leave the venue without reporting to the teacher or parent may be late picking up child.
Might occur occasionally
Teacher would need to ring to find where the student or how long a parent will be
	2
	Students to report to teachers before leaving the venue. 
Teacher to talk to parents to ensure correct parent/caregiver is picking up student/s.
Teacher to remain until a parent arrives
	1-3
	Teachers
Students 
Parents
	Throughout the day
	duration

	Strict supervision for students with needs with SLSO
	At risk of seizure or falls
	2
	All medications and devices to be taken by SLSO
	1-3
	Teacher, Principal, SLSO
	Beginning and throughout
	duration



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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