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Risk Assessment and Management 

 

Activity/Event/Area: Main OSHC Office  

Date Reviewed: 29/01/2020 

Date to be reviewed: 29/01/2021 OR As needed (After any construction)  

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 
- Children are not allowed in the OSHC office without a staff member present  

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Ergonomical Injury caused from improper 

equipment and furniture 

- Furniture is designed for office use with appropriate heights, cushioning, stability 
etc 

- Furniture that is broken or causing risk is not used and either fixed or disposed of 
appropriately 

- Staff are given appropriate breaks 
- Desks have ability to be moved up and down as required by staff using them.  

Minor - 

Moderate 

Unlikely Low – 

Medium 

Manual 

Handling 

Height of shelving - Most used equipment is kept in an accessible area (eg between shoulder and 
waste) 

- Heavy items are stored on lower shelves 
-  Step Ladder available if necessary 

Moderate Unlikely Medium 

Injury caused by improper lifting - Trolley available in necessary 
- If staff feel that they are at risk they are not forced to lift, move or carry heavy or 

awkward items 
- Staff are asked to disclose any health or medical conditions to ensure that they 

are not required to do a task that will put them at risk 
- Ladder available if necessary 

Moderate Unlikely Medium 

Injury caused by overload of 

storage and shelving 

- Unnecessary documentation that must be archived is stored out of the office in 
bottom sport shed OR on the shelves built into walls. A ladder will be used to 
retrieve any of the documents.  

- Archived documentation is labelled with year that it can be shredded 
- Unnecessary items are removed from office or disposed of appropriately 
- Personal items are stored away 

Moderate Unlikely Medium 



- Documentation is stored appropriately 
- Regular waste removal 

Trip Hazards Injury caused by trip hazard - Office walkways to be kept clear at all times 
- Unnecessary items are removed from office or stored appropriately 
- Regular waste removal 
- All Staff acknowledges that as the office is still being renovated there are many 

trip hazards. Staff will show awareness by reading and signing this document.  

Moderate Unlikely Medium 

Confidentiality Confidential documentation 

could be accessed 

- Children, parents and members of the public are not allowed in the office without 
an OSHC or P&C staff member present 

- Filing cabinets can be locked  
- Confidential documentation is stored in lockable areas 
- Confidential documentation is shredded when no longer needed 

Minor Unlikely Low 

Filing Cabinets Injury cause by filing cabinet 

falling 

- Filing cabinet can only open one drawer at a time to ensure that it does not tip 
- Filing cabinet contains weight to stop it from tipping 

Moderate Unlikely Medium 

Security Break and enter, theft, 

vandalism 

- Office is locked when OSHC staff or P&C are not present Moderate Unlikely Medium 

Office 

equipment: 

Printers, 

guillotine, 

staplers, 

scissors, 

computers, hole 

punch 

Injury caused by improper use - Staff are shown how to use office equipment if they are unsure 
- Purchase and use of suitable equipment 

Moderate Unlikely Medium 

Electrical Electric shock, fire - Leads, cables and cords are checked for damage, if they are damaged they will not 
be used and will be disposed of appropriately 

- All electrical equipment is tested and tagged yearly 
- Any defective electrical equipment is removed from use and disposed of 

appropriately 
- Defective power outlets are reported to school, who will arrange to be fixed by a 

qualified person 
- A product will be removed from the service if an Australian Product Safety Recall 

for that item is announced 
- In the case of an electrical emergency, staff and children will follow the 

Emergency Evacuation Procedures 
- Staff will not carry out any electrical work unless qualified 
- Staff are reminded not to touch or manoeuvre any wires that they are unaware of.  

Moderate – 

Critical 

Unlikely Medium – 

High 



- Chords hanging from the ceiling will be tied together with Velcro or zip ties.  
- Wires in the open ceiling are attached to wooden planks to ensure they don’t fall.  
- Staff are aware of chords that are open and not stored into the walls.  

 

 

 

  



Risk Assessment and Management 
 

Activity/Event/Area: Hall Storage/ Bag Cupboards  

Date Reviewed: 22/07/2020 

To be reviewed: As needed OR 27/07/2021 
To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are in place  
- Children are being supervised whilst retrieving and placing bags into storage cupboards 

 

Identified Hazards Assessed Risks 

Risk before 

Control 

Methods  

Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Shelving  - Lose bottom shelving  

- Shelving Gaps  

High  - Allocated staff member on Area sheet to supervise the hall cupboards when 
children are arriving to OSHC.  

- Children are reminded by supervising staff member about lose bottom 
shelving and are reminded to be careful when placing or retrieving bags out 
of shelves.  

- Children are reminded not to climb into the shelving spaces and that are 
only for bags.  

Moderate  Unlikely  Medium  

Height of top 

Shelves  

- Climbing Hazard  

- Manuel Handling  

High  - Allocated staff member on Area sheet to supervise the hall cupboards when 
children are arriving to OSHC.  

- Staff members are to assist children with colleting bags off top shelves if 
needed.  

- Hall staff members are to constantly supervise cupboards  
- Children who have a musical instrument will not be able to use the top half 

of the cupboards. 
- Any children who have large/heavy bags are to keep bags on lower shelves.  

Minor Unlikely Low 

Doors  - Jamming Fingers  

- Tight Doors  

Medium  - Doors will be opened at the beginning of OSHC by educators and will be 
closed once majority of children have arrived and placed their belongings 
away.  

- Staff in the hall will assist children with opening and closing the doors to 
retrieve bags in the afternoons.  

- Doors are light and have are slow to close.  

Minor Unlikely Low 

Electricity  - Electrical points in cupboards  High  - All electrical points in cupboards and covered with caps.  Moderate  Unlikely  Medium  

Risk Assessment and Management 
 



Activity/Event/Area: Cooking  

Date Reviewed: 17/06/2020 

To be reviewed: As needed OR 17/06/2020 
To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:10 are maintained during cooking experiences  
- Staff are aware of all children who have allergies or intolerances 
- A staff member will be present with children in the kitchen at all times 
- A minimum of two staff members are present during service operational hours 

 

Identified Hazards Assessed Risks 

Risk before 

Control 

Methods  

Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Allergies/ 

Intolerances  

Children are allergic and intolerant 

to certain foods causing illness or 

anaphylactic shock.  

High - Staff are all made aware of any children who have dietary requirements/ 
intolerances/ allergies to any food groups.  

- No nuts will be used in any sort of cooking at the service.  
- All children’s medication will be up to date in case of emergency 
- Service extra medication will be up to date in case of emergency 

Moderate  Unlikely  Medium  

Dangerous/ 

Sharp Equipment  

Injury including cuts, scrapes, gashes 

etc.  

High - Staff understand and are comfortable handling sharp equipment  
- Children will be spoken too regarding safe use of knives and other sharp 

objects in the kitchen.  
- Knives and dangerous objects are stored properly when not in use.  
- No sharp objects are to be left unattended on benches  
- Any child using a knife will be watched one on one by a staff member 
- First aid box provided on site at all times.  
- Children will be given safety instructions on electrical equipment before use.  

Moderate  Unlikely  Medium  

Heat/Hot surfaces/ 

hot liquids  

Burns  High - Staff will remind children of danger in the kitchen before beginning activity.  
- Children will be standing on the opposite side to the oven and stove whilst 

in the Kitchen.  
- If stove on then one pan only to be used and monitored always by allocated 

staff member.  
- Children will stay at their allocated area and only attend the hot stove and 

oven once asked by the staff member. This will then be one on one with the 
allocated staff member and child.  

- Staff are trained in First aid. First aid box is on site at all times.  

Moderate Unlikely  Medium  

Food Poisoning/ 

Food Safety/ 

Hygiene  

Cross-contamination of foods 

General Hygiene  

High - Where possible and sensible staff and children will use 
cutlery/tongs/scoops/etc. to handle food rather than using hands.  

- Children and staff will wash their hands at the start of activities, during the 
touching of different foods and at the end of the activity. 

- All fruit and vegetables are washed before being used.  

Minor  Unlikely Low  



- Food groups have allocated boards to be cut on.   
Slips/Tripping 

Hazards  

Tripping hazards on the floor and 

slippery surfaces may cause 

children/staff to fall and hurt 

themselves.  

High - Staff to ensure the floor is clean and not slippery before allowing children to 
enter Kitchen.  

- Children are to be reminded before entering that no running is to be done in 
the Kitchen, walking only.  

- Staff to ensure that any spills are immediately cleaned up.  
- No equipment to be left in walkways around the kitchen.  
- Children reminded of safe practice in the kitchen  

Minor  Unlikely Low  

Fire Burns  High - Open fires will not be used in the Kitchen 
- Children will stay away from oven and will not be cooking on the oven side 

of the benches.  
- Staff are to remove any trays from oven not children.  
- Children will be given safety instructions before entering Kitchen.  

Moderate Unlikely  Medium  

Manuel Handling  Strains/Injury from lifting heaving 

objects/lifting incorrectly.  

High - Staff are trained on manual handling upon orientation. 
- Staff are no to lift any large/heavy high objects in kitchen.  
- Children are not to lift any objects above eye height.  
- Children are given instruction regarding lifting before entering kitchen.  

Minor  Unlikely Low  

Chemicals  Access to Kitchen Chemicals  High - All chemicals will stay in cupboards under sink 
- Children will not be able to retrieve any items from cupboards  
- Children will be given safety talk before entering kitchen  
- Staff are to retrieve any items from cupboards  
- Staff are trained on manual handling upon orientation. 

Minor  Unlikely Low  

Electrical  Electric Shock  High - Children are not to touch electrical points.  
- Electrical appliances to be plugged in by staff only 
- Children given instruction regarding electrical appliances before entering.  
- Children are given demonstration as to how to use any electrical appliances 

if needed.  
- Staff are to supervise electrical equipment in use at all times.   
- If electrical equipment is not in use then it is to be turned off at the wall.  

Moderate Unlikely  Medium  

 

 

 

 

 
 

Risk Assessment and Management 

 



Activity/Event/Area: Library  

Date reviewed: 14/04/2020 

Date to be reviewed: 14/04/2021 OR as needed   

 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

Identified Hazards  Assessed Risks  Control Methods, Actions and Implementation  Risk with Control Methods in Place 

Consequence Likelihood Risk  

Heavy Door  - Children catch fingers or 
other body parts in the 
door.  

- Some children can’t get 
inside the Library 
without assistance.  

- Staff are encouraged to prop door open with door 
stopper.  

- If air conditioning is on staff will open door for 
children.  

- Staff will be informed when children are entering 
from walkie talkie.  

- Staff to be positioned where they are able to see the 
door so that they are aware when children are 
entering.  

- No child will exit without informing educator; 
therefore can be assisted with opening the door.  

Minor  Possible Medium  

Tables  - Injury from walking into 
tables  

- Children are not allowed to run in the Library and 
are given rules and guidelines before entering.  

Minor  Possible Medium  

Chairs  - Children falling off 
chairs 

- Children are to only use chairs for purpose of sitting 
and are to be sitting appropriately on all chairs.  

- Children are to sit on appropriate chairs for tables if 
sitting at tables.  

- Children are encouraged not to sit on chairs that are 
for adults.  

Minor  Possible Medium  

Cupboards/ 
Bookshelves  

- Tripping Hazard  
- Blind Spots  
- Shelves/books falling  

- Children are not allowed to run in the library 
therefore around bookshelves either. Children are 
reminded to walk.  

- Staff will be constantly moving to ensure that blind 
spots are constantly visible and supervised.  

- Children are given safety guidelines before entering. 
- Children are not allowed to stand of shelves or pull 

multiple books out of the shelf at one time.   

Moderate  Possible High  

Evacuation - Exits  - Children are not to block any exits. Staff will remind Major Unlikely  Medium  



Pathways  - Pathways  children.  
- Children will be notified of exit doors and safest exit 

possible in case of emergency or lockdown.  

Pillows and 
Matting  

- Tripping Hazards - Children are reminded to put any pillows or mats in 
the library away after use.  

- Children are reminded to use all equipment for its 
purpose.  

Minor  Possible Medium  

 

 

 

  



Risk Management/Assessment 

Swimming in the School Pool 

Proposed activity: Swimming in the School Pool 

Date of proposed activity: Vacation Care   

Date Completed: 1/05/2020 

Date to be reviewed: 1/05/2021 OR As needed  

Specialised Educator skills:  

 All attending Educators trained in first-aid, CPR, and Asthma and Anaphylaxis Management – no further specialised skills needed.  

 One educator present will have the ‘Royal Life Saving Bronze Medallion’ – the minimum standard for a qualified lifesaver.  
Educator to child ratios:  

 Preps - 1 staff to 5 children 1:5 

 Junior (1-2) - 1 staff to 6 children 1:6  

 Middle (3-4) 1 staff to 7 Children 1:7 

 Senior  (5-6) 1 staff to 7 children 1:7  

Identify Hazards Assess Risks Control Measures/ Actions and Implementations Risk with Control Methods in Place 

Consequence Probability Risk 

Children drowning Children could start 

struggling to swim and 

possibly drown. 

 Ascertain all children’s most up-to-date swimming level ability – will ask on Vacation Care 
Booking. 

 Divide children into groups for swimming, based-on age/grade – will include information if 
child’s swimming ability is of concern.   

 Children will be given pool-safety talk beforehand, including behavioural expectations and 
consequences of engaging in dangerous behaviour (e.g. horse-play, running etc.).  

 In instances where children are being dangerous, staff-members are to implement 
appropriate mitigating consequences, including banning children from the pool. 

 Have correct child to staff ratios, as stated above. 

 At least one staff present at pool at all times in possession of Bronze Medallion. Other 
staff-members will patrol the outside of the pool, and supervise children for potential 
signs of struggle and drowning.  

 All staff-members present at pool will have CPR, Asthma and Anaphylaxis, and First Aid 
certification.  

 Children are sectioned off into shallow end where all can touch the bottom – deeper-end 
only to be used by senior children. 

 Children will be notified in first safety talk about safe swim areas in the pool.  

 Will have Service mobile-phone present to call emergency services, if needed.  

Critical Rare High 

Children diving or 

jumping into the 

If the children were to 

dive or jump into the 

 Staff must ensure that children are entering the pool safely (e.g. sitting on the side of the 
pool and then sliding into the water).   

 Children will be given pool-safety talk beforehand, including behavioural expectations and 

Critical Rare High 



pool. pool, they could hit 

their head on the side 

or bottom of the pool 

and become injured, 

particularly as using 

shallow-end of pool to 

prevent frowning.  

consequences of engaging in dangerous behaviour (e.g. horse-play, running etc.) 
including:  
o the importance of entering the pool safely and what procedure is to be followed (e.g. 

sitting on the side of the pool and the sliding into the water); 
o highlight use of the shallow end, and therefore dangers of shallow water and diving.  

 In instances where children are being dangerous, staff-members are to implement 
appropriate mitigating consequences, including banning children from the pool. 

 Have correct child to staff ratios, as stated above. 

 At least one staff present at pool at all times in possession of Bronze Medallion. Other 
staff-members will patrol the outside of the pool, and supervise children for potential 
signs of struggle and drowning.  

 All staff-members present at pool will have CPR, Asthma and Anaphylaxis, and First Aid 
certification.  

 Will have Service mobile-phone present to call emergency services, if needed. 

Puddles of water on 

the side of the pool. 

Children could become 

injured if they walk 

through a puddle of 

water and slip.   

 Make sure that movement through puddles is avoided wherever possible.  

 In any instance where a movement through a puddle cannot be avoided, staff must 
ensure that children are walking slowly and with care.   

 Brief children on the importance of watching where they walk whilst moving around the 
pool area.   

 Staff must model appropriate poolside behaviour.   

 Have correct child to staff ratios, as stated above. 

 All staff will supervise children for inappropriate/dangerous behaviour (e.g. horse-play, 
running etc.).  

 In instances where children are being dangerous, staff-members are to implement 
appropriate mitigating consequences, including banning children from the pool. 

 All staff-members present at pool will have CPR, Asthma and Anaphylaxis, and First Aid 
certification.  

 Will have Service mobile-phone present to call emergency services, if needed. 

Major Unlikely Medium 

Slippery tiles on the 

edge of the pool.   

Children could become 

injured if they walk on 

these tiles and slip and 

fall either onto the 

concrete or into the 

water.   

 Staff must make sure that children do not move across the tiles on the edge of the pool 
unless they are getting in or out of the water.   

 Let the children know that moving across the tiles on the side of the pool is dangerous and 
not considered acceptable poolside behaviour unless they are getting in or out of the 
water.   

 Staff must model appropriate poolside behaviour. 

 Have correct child to staff ratios, as stated above. 

 All staff will supervise children for inappropriate/dangerous behaviour (e.g. horse-play, 
running etc.).  

 In instances where children are being dangerous, staff-members are to implement 
appropriate mitigating consequences, including banning children from the pool. 

 All staff-members present at pool will have CPR, Asthma and Anaphylaxis, and First Aid 
certification.  

Major Unlikely Medium 



 Will have Service mobile-phone present to call emergency services, if needed. 

Children playing on 

the stands that run 

along the side of the 

pool. 

The children could slip, 

trip or fall if they were 

to play on the stands 

that run along the side 

of the pool.   

 Staff must ensure that children are safe at all times when using the pool area.   

 Children are only allowed to sit on the stands, not run or play.  

 We are there to use the pool and not to play on the stands as they are out of bounds.  

 Staff must model appropriate poolside behaviour. 

 Have correct child to staff ratios, as stated above. 

 All staff will supervise children for inappropriate/dangerous behaviour (e.g. horse-play, 
running etc.).  

 In instances where children are being dangerous, staff-members are to implement 
appropriate mitigating consequences, including banning children from the pool. 

 All staff-members present at pool will have CPR, Asthma and Anaphylaxis, and First Aid 
certification.  

 Will have Service mobile-phone present to call emergency services, if needed. 

Moderate Unlikely Medium 

Broken glass or 

sharp objects in or 

beside the pool.   

As the children will not 

be wearing shoes in or 

around the pool area, 

they could step on a 

broken piece of glass 

or sharp object and 

become injured.   

 During the ‘Safety Check’ (to be completed before the children arrive) staff must inspect 
the pool poolside area for any broken glass or sharp objects and remove these or clean 
these areas thoroughly.    

 Remind staff of the importance of being thorough with the ‘Safety Check’.   

 Brief children on the importance of watching where they are walking when they have no 
shoes on, of listening to staff at all times and staying clear of areas that are out of bounds.   

 Have correct child to staff ratios, as stated above. 

 All staff will supervise children for inappropriate/dangerous behaviour (e.g. horse-play, 
running etc.).  

 All staff-members present at pool will have CPR, Asthma and Anaphylaxis, and First Aid 
certification.  

 Will have Service mobile-phone present to call emergency services, if needed. 

Moderate Rare Low 

Loose pool 

equipment on the 

side of the pool.   

If there is any loose 

equipment on the side 

of the pool, children 

could trip over this and 

become injured.   

 Staff must do a ‘Safety Check’ of the pool area before the children arrive in order to 
identify any potential tripping hazards and remove these wherever possible. 

 Remind children of the importance of listening to instructions given by staff and to keep 
clear of any equipment or areas considered unsafe. 

 Staff-members need to be vigilant with supervision and move or remove any hazards 
wherever possible.   

 Have correct child to staff ratios, as stated above. 

 All staff will supervise children for inappropriate/dangerous behaviour (e.g. horse-play, 
running etc.).  

 All staff-members present at pool will have CPR, Asthma and Anaphylaxis, and First Aid 
certification.  

 Will have Service mobile-phone present to call emergency services, if needed. 

Moderate Rare Low 

Exposure to sun  Children could get 

sunburnt while outside 

 Once all children are dressed, all children put on sunscreen before they leave OSHC. 

 Talk to the children about the importance of sunscreen and why we use it. 

 Staff attending swimming also put sunscreen on before leave OSHC. 

Minor Unlikely Low 



for this extended 

period of time. 

 Staff to bring extra sunscreen to pool for reapplication, if needed.  

 Parents encouraged to have children wear sun-safe swimmers, including shirts and board-
shorts.  

 Pool partially covered by shade-cloth – have children swim under this part. 

 Staff to supervise children closely for signs of excessive sunburn and heat-stoke, and 
remove them from pool/sun appropriateluy.  

 Swimming to be restricted to one session of the day, to limit exposure to the sun.  

 All staff-members present at pool will have CPR, Asthma and Anaphylaxis, and First Aid 
certification.  

 Will have Service mobile-phone present to call emergency services, if needed. 

Exposure to heat, 

and being very active 

in the sun during 

summer 

Children could get 

dehydrated, as they 

forget to drink fresh-

water while swimming  

 Pool has a water-bubbler present.  

 Staff to supervise children to drink water regularly.  

 Staff to supervise children closely for signs of dehydration and heat-stoke, and remove 
them from pool/sun appropriately.  

 All staff-members present at pool will have CPR, Asthma and Anaphylaxis, and First Aid 
certification.  

 Will have Service mobile-phone present to call emergency services, if needed. 

Minor Rare Low 

Dirty pool-water  Children could become 

unwell from debris and 

bacteria in water   

 Pool cleaned regularly with physical water-vacuum.  

 Pool covered with roller-cover each night to help prevent debris contaminating water.  

 Water properly chlorinated to control bacteria levels.  

 Children reminded regularly to use the toilets near the pool, rather than going to the toilet 
in the pool. 

 Children will not be allowed to swim if they are feeling unwell in terms of gastro-intestinal 
issues.  

Moderate Rare Low 

Chemical Imbalance 

in pool water 

The pool water could 

have too much or too 

little chlorine in it. This 

could affect children’s 

health.   

 Staff-members will be trained by the school workplace health and safety officer on how to 
appropriately check the pool’s chemical levels.  

 Staff-members are to test chemicals every morning, at least one hour before children are 
in the pool. If the chemical levels are unsafe, children will NOT be allowed to swim.  

 Staff will cover pool every night with cover. 

Moderate Rare Low 

Pool/ Pool Facilities  Use of the Pool and the 

Facilities  

 Water temperature and depth of the pool are appropriate fir students activities, age and 
needs to the swimmers. 

 Any instructional aides are used only as aids and are used appropriately.  

Moderate Rare Low 



Risk Assessment and Management 
Activity/Event/Area: Science Room  

Date Reviewed: 21/04/2020 

To be reviewed: As needed OR by 21/04/2021 

 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

Identified 

Hazards 

Assessed Risks Control Methods, Action and Implementation  Risk with Control Methods in Place 

Consequence Likelihood Risk 

Supervision  Ratio’s, rooms size.  - Staff will move themselves around the room to ensure adequate supervision at all 
times.  

- Staff will make Rover aware if ratio goes over 15 children with one staff member 
or 30 with two. Other arrangements will be made if possible.  

Minor  Unlikely  Low  

Science 

Equipment  

Breakage, accessibility, 

glass. 

- Staff to check roo before entering to ensure science equipment is in a safe spot 
around the room.  

- Children will be reminded upon entering science room that they are not to touch 
any science equipment.  

- If any equipment breaks staff will remove children safely and clean the break. 
School will then be notified.  

Moderate  Possible  High  

Heavy Door  Catching fingers and/or 

body parts 

- Door will remain open during winter season when air conditioning is not on.  
- When air conditioning is on staff will assist children with opening and closing the 

door.  

Moderate  Possible High 

High Tables and 

Benches  

Falls - Children will be assisted if needed to use high furniture.  
- Children will be reminded to use furniture for its use and nothing other than.  
- Children who aren’t behaving appropriate on furniture will be re-directed.  

Minor  Possible Medium  

Trip Hazards  Falling, tripping, children 

hurting themselves.  

- Staff will check room before entering ensuring nothing is on the floors that could 
cause children to trip.  

- Children will be reminded to pick up toys or hazards from the floor that they have 
dropped during play time.  

Minor  Possible Medium  

Chemicals  Accessibility spills, fumes 

being near or around 

children.  

- Staff will ensure when entering science roo that no chemicals are left opened or in 
reach of the children.  

- School staff put chemicals away each afternoon. If any chemicals are left out 
service staff will put away and let school staff know.  

Major  Unlikely  Medium  

 



 

Risk Assessment and Management 
 

Activity/Event/Area: OSHC Upstairs Classrooms  

Date: 09/09/2020 

TO be Reviewed- 09/09/2021 OR As needed  

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Tables Injury from walking into table - Children are not allowed to run in classrooms room to minimalize injury if they 
walk into table and are regularly reminded of this 

Minor Possible Medium 

Children falling off tables - Children are not allowed to sit on table top 
- Children are not allowed to stand on table or seats 
- Children are reminded of this in a group when necessary 
- Children are regularly encouraged to sit appropriately by staff 
- Children are regularly reminded to use classroom tables and resources for their 

proper use.  

Moderate Rare Low 

Windows Smashed window, broken glass 

causing injury 

- Any breakable glass windows are covered by a metal guard 
- Any exposed glass windows are high quality and resistant to breaking 
- If any windows are broken, glass is cleaned immediately, reported to coordinator 

and school and area is marked off so that children cannot go near the broken 
window 

Moderate Unlikely Medium 

Finger or body parts caught 

between louvres of window 

- Children are reminded not to touch the windows 
- Children are not allowed to open and close windows 
- Handles to open windows are high enough that young children cannot reach 
- Handles require a relative amount of strength to open and would be difficult for 

children to open and close 
- Automatic windows are in ceiling and children to not have access 

Minor Possible Medium 

Wooden Doors Fingers or body parts caught 

between door and doorway 

- Children are discouraged from standing in doorways when they are being opened 
or closed 

- Staff ensure that no children are in danger when doors are being opened and 

Minor Possible Medium 



closed 
- Doors are propped open with doors stops or hooks to ensure that they do not 

close in wind 

Evacuation 

pathways  

Pathway for staff and children to 

walk during evacuation are 

blocked by furniture, toys etc 

- Pathways are to be kept free of clutter at all times 
- Children are not allowed to play or sit in pathways 
- Children are regularly reminded to keep pathways clear 
- During vacation care staff will be rostered to clean multipurpose room and regular 

times of the day 
- Checking pathways is part of the morning and afternoon safety checklist 

Critical Unlikely High 

Trip hazards Tripping on toys, furniture, rugs 

etc 

- Multipurpose room is to be kept tidy 
- During vacation care staff will be rostered to clean multipurpose room and regular 

times of the day 
- Pathways to be kept free of clutter 

Minor Possible Medium 

Electrical plugs Electrocution 

 

 

- Electrical safety plugs will be purchased and install to stop children putting fingers 
and items into the electrical plugs 

- Staff will check plugs are in place before each session 
- Children will be regularly reminded to not touch electrical plugs 

Critical Unlikely High 

Stair well  Tripping up or down Stairs.  - Children are reminded that the stairwell is for walking only and not running.  
- Staff are not to send all children at once through the stair well and are to stagger 

how many children are moving through at one time.  
- Stair wells are to be kept clutter free.  

Minor Possible Medium 

Furniture  Running into, tripping, falling - Children are reminded regularly that any furniture that is placed in the rooms is to 
be used for their proper use only.  

Minor Possible Medium 

 

 

 

 

 

  



Risk Assessment and Management 
 

Activity/Event/Area: Early Release 

Date Reviewed: 09/04/2020 

Date to be reviewed: As needed OR by 09/04/2021 

 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Parents must complete the Extra-Curricular Permission Form each term. Children will not be allowed to attend Extra-Curricular Activities without the form completed or 
written Parents must complete Early Release Permission Form before children are allowed to be signed out early from Before or After School Care or written notice (one off 
time) 

- Staff are to sign children out and therefore don’t allow children to leave the OSHC Premises unless permission has been granted by Rover. 

 

Identified 

Hazards 

Assessed Risks Control Methods, Action and Implementation  Risk with Control Methods in Place 

Consequence Likelihood Risk 

Supervision Missing children/unaccounted 

for 

- Children are not to leave the premises until permission granted by Rover.  Moderate – 

Critical 

Unlikely Low – 

Medium 

Contact with 

members of 

public 

Abuse to children - Parents are aware that the service is no longer responsible for children once 
signed out of service (Early Release) 
 

Moderate – 

Critical 

Unlikely Low – 

Medium 

Early Release 

from BSC 

Supervision of children - Parents are required to complete an Early Release Permission Form or give 
written permission (not for a permanent basis) before child can be signed out of 
service and released 

- During Before School Care, children will not be released before 8:00am unless 
there are special circumstances (e.g.: Excursion, Extra-Curricular Activity where 
child will not be returning to OSHC) Main Rover will find list of children in the 
Kitchen who are allowed to be released before 8:00AM.  

- Prep children will not be released from OSHC without a parent or guardian 
present 

- Parents are aware that the service is no longer responsible for children once 
signed out of service  

Insignificant 

– Moderate 

Unlikely Low – High 

Early Release Supervision of children - Parents are required to complete an Early Release Permission Form or give 
written permission to Co-ordinator or Assistant Co-ordinators if their child 

Insignificant Unlikely Low – High 



from ASC  requires early release from ASC. 
- During after school care the ECA Educator and the Rover will have documented 

which children are to be released early and at what time.  
- Staff are not to let any child with early release leave the service before their 

allocated times.  
- Rover or Co-ordinators are to sign child/children out only.  
- Parents are aware that the service is no longer responsible for children once 

signed out of service  
- If there is a storm or severe rain the Main rover will contact the parent prior to 

the release time and ask if they would still like their child to be released in the 
weather. Main Rover will then follow up with a text message so that the service 
has written confirmation to release the children or not to release the child.  

– Moderate 

 

 

 

  



Risk Assessment and Management 
 

Activity/Event/Area: Craft Activities and Equipment 

Date Reviewed: 23/04/2020 

Date to be reviewed: As needed OR 23/04/2021 

 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Scissors Injury caused by blade - Child-safe scissors are used (no sharp pointed ends) 
- Any faulty or damaged scissors are disposed of 
- Children are regularly reminded to use scissors safely 
- Young children are taught how to use/hold scissors appropriately 
- A staff member will always be in the surrounding area supervising scissor activities 

Moderate Possible High 

Injury caused by children running 

with scissors 

- Children are not allowed to run with scissors 
- Children are regularly reminded not to run with scissors and how to hold scissors 

when walking/not using 

Moderate Unlikely Medium 

Small craft 

equipment 

(beads, sequins) 

Choking hazard - Children are regularly reminded not to put any craft materials in mouth 
- Staff supervising should encourage children to pick up any beads or small objects 

from the floor.  

Moderate Unlikely Medium 

Sewing needles Injury caused by sharp point - Children must be sitting when doing sewing activities 
- Plastic needles with a dull point are used for younger children 
- Children are reminded of safety before sewing activities 

Minor Possible Medium 

Pencils, textas, 

pens 

Injury caused by sharp end - Children are reminded not to run with craft materials Moderate Unlikely Medium 

Toxicity - Only non-toxic craft equipment is used 
- Children are discouraged from putting anything in their mouth 

Major Rare Low 

Contact with eyes and skin - Children are to wash hands/skin if necessary 
- Staff are to assist children at the first sign of allergy or irritation 

Minor Unlikely Low 



causing irritation or allergy - All known children’s allergies are displayed in the medical folder, on staff lanyards 
and highlighted on the roll 

Paper Slip hazard on floor - Any paper dropped on floor is picked up immediately 
- Staff remind children to pick up anything they drop on the floor 

Minor Possible Medium 

Paper cut - First aid available Minor Possible Medium 

Glue Contact with eyes, hair and skin 

causing irritation or allergy 

- Children are to wash hands/skin thoroughly after activity 
- Staff are to assist children at the first sign of allergy or irritation 
- All known children’s allergies are displayed in the medical folder, on staff lanyards 

and highlighted on the roll 

Moderate Unlikely Medium 

Toxicity - Only non-toxic craft equipment is used 
- Children are discouraged from putting anything in their mouth 

Major Rare Low 

Paint Contact with eyes and skin 

causing irritation or allergy 

- Children are to wash hands/skin thoroughly after activity 
- Staff are to assist children at the first sign of allergy or irritation 
- All known children’s allergies are displayed in the medical folder, on staff lanyards 

and highlighted on the roll 

Moderate Unlikely Medium 

Slip hazard if spilled - Any spills are cleaned immediately and a “WET FLOOR” sign is placed in the area 
- Children and staff are made aware of the potential slip hazard 

Moderate Unlikely High 

Hot glue gun Burns - Children in grade 3 and below are not allowed to use the hot glue gun 
- Children in grade 4 and above are taught how to use the hot glue gun safely 

before they are allowed to use 

Moderate Unlikely Medium 

Staplers Injury caused by sharp points - Children are shown how to use the stapler before using 
- Childrens’ abilities are assessed before using, if staff feels they are incapable of 

using safely then they will now be allowed to use staplers 

Minor Possible Medium 

Natural craft 

equipment 

(sticks, 

pinecones, 

seeds etc) 

Splinters - Children are supervised when using natural materials 
- Staff are to remind children of the risk of injuries or splinters when using natural 

materials 

Minor Possible Medium 

Irritation or allergy - Staff are to assist children at the first sign of allergy or irritation 
- All known children’s allergies are displayed in the medical folder, on staff lanyards 

and highlighted on the roll 
- See Medical Risk Assessment 

Moderate Unlikely Medium 

Pastels 

Soft pastels 

Oil pastels  

Toxicity - Only non-toxic craft equipment is used 
- Children are discouraged from putting anything in their mouth 

Major Rare Low 

Contact with eyes and skin 

causing irritation or allergy 

- Children are to wash hands after use of pastels 
- Staff are to assist children at the first sign of allergy or irritation 
- All known children’s allergies are displayed in the medical folder, on staff lanyards 

and highlighted on the roll 

Minor Unlikely Low 

Permanent Toxicity and Vapours - Any pens with high vapours are used in a well ventilated area Major Rare Low 



markers Contact with skin causing 

irritation or allergy 

- Children are to thoroughly wash their hands after an activity 
- Staff are to assist children at the first sign of allergy or irritation 
- All known children’s allergies are displayed in the medical folder, on staff lanyards 

and highlighted on the roll 

Moderate Unlikely Medium 

Wool Rope burn - Wool is to be used for craft activities only 
- Scissors available for cutting wool, rather than pulling and snapping  

Minor Possible Medium 

Clay  Contact with eyes and skin 

causing irritation or allergy 

- Children are to wash hands thoroughly after activity 
- Staff are to assist children at the first sign of allergy or irritation 
- All known children’s allergies are displayed in the medical folder, on staff lanyards 

and highlighted on the roll 
- See Medical Risk Assessment 

Moderate Unlikely Medium 

Balloons Hygiene - Children are reminded not to share balloons 
- Balloon pump used if necessary 

Minor Unlikely Low 

Irritation or allergy caused by 

latex/rubber 

- Balloons will not be used on a day that we are aware of a child with a latex allergy 
is attending 

- Staff are to assist children at the first sign of allergy or irritation 
- All known children’s allergies are displayed in the medical folder, on staff lanyards 

and highlighted on the roll 
- See Medical Risk Assessment 

Moderate Unlikely Medium 

Straws Hygiene - Children are reminded not to put craft straws in mouth Minor Unlikely Low 

Cross contamination between 

craft and kitchen 

- Craft straws are stored in multipurpose room cupboards 
- Staff are reminded not to use craft materials for cooking 
- Craft straws are labelled “CRAFT ONLY” 
- Straws are rarely used in craft activities for environmental sustainability 

Minor Unlikely Low 

Patty Pans Cross contamination between 

craft and kitchen 

- Craft patty pans are stored in multipurpose room cupboards and cooking patty 
pans are stored in kitchen 

- Staff are reminded not to use craft patty pans for cooking 
- Craft patty pans are labelled “CRAFT ONLY” 

Minor Unlikely Low 

Flour Cross contamination between 

craft and kitchen 

- Craft flour is labelled “CRAFT USE ONLY” 
- Craft flour is stored in a separate area to cooking flour 

Minor Unlikely Low 

Allergy - Staff are to assist children at the first sign of allergy or irritation 
- All known children’s allergies are displayed in the medical folder, on staff lanyards 

and highlighted on the roll 
- If a child with a known allergy is attending, any activity requiring flour will not be 

planned 
- See Medical Risk Assessment 

Moderate Unlikely Medium 



Making holes in 

paper, 

cardboard etc 

Cuts, lacerations, impact injuries - Hole punches used where possible 
- Staff to assist children when necessary 
- Staff teach children to fold paper and cut rather than poke scissors or pencil 

through 

Minor Unlikely Low 

Face Paint  Allergy or Irritation  - Staff are to assist children at the first sign of allergy or irritation 
- All known children’s allergies are displayed in the medical folder, on staff lanyards 

and highlighted on the roll 
- If a child with a known allergy is attending, they will be provided with other 

activities 
- Face Paint is an activity run by staff only 

Moderate Unlikely Medium 

Toxicity - Non Toxic Face paint is used at the service 
- Children are discourages to put in their mouths  

 

 

  



Risk Assessment and Management 
 

Activity/Event/Area: Extra-Curricular Activities (ECA)  

Date Reviewed: 16/03/2020 

Date to be reviewed: As needed OR by 16/03/2021 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 
- Parents must complete the Extra-Curricular Permission Form each term. Children will not be allowed to attend Extra-Curricular Activities without the form completed or 

written notice of permission (one off activity only) 
- A least one staff member will be solely responsible for escorting children to and from the activities each afternoon. A second staff member will also be responsible if deemed 

necessary 
- Staff are trained in the process of escorting children to and from ECA before undertaking the role 
- ECA risk assessment kept in ECA roll folder, visible for staff to read at any time 

 

Identified 

Hazards 

Assessed Risks Control Methods, Action and Implementation  Risk with Control Methods in Place 

Consequence Likelihood Risk 

Foreign Objects 

around school 

grounds, trip 

hazards 

Injury caused by stepping on 

objects or trip hazards 

- Children must wear shoes to and from all extra-curricular activities, including 
swimming 

- Children are regularly reminded to wear shoes to and from ECA activities 
- Parents are informed that children must wear shoes via email before each term, it 

is suggested that children bring a pair of slip on shoes to avoid getting their school 
shoes wet after swimming activities 

Insignificant 

– Moderate 

Unlikely Low – 

Medium 

Supervision Missing children/unaccounted 

for 

- Children are not signed out of OSHC when attending extra-curricular activities, 
they are included in headcounts 

- Parents are aware that they are required to notify a staff member and sign their 
children out of the service if they collect their child from an activity, See ECA 
Permission Form 

- An OSHC staff member will escort children to and from each activity 
- OSHC staff members will not leave children at an activity if the activity provider is 

not present 
- The OSHC staff member will sign the children out and in on the ECA List when they 

drop of and collect the child from the activity (NOT SIGNED OUT OF SERVICE) 
- An OSHC Staff member is responsible for the escorting of ECA children each 

Moderate – 

Critical 

Unlikely Low – 

Medium 



afternoon. This staff member will not necessarily be involved in any other 
programed activity to ensure that they are focused on escorting and collection of 
children. 

Emergency 

lockdown and 

evacuation 

Children are unable to 

participate in lockdown or 

evacuation in an emergency 

- Parents are required to provide the service with contact phone numbers of the 
people running the extra-curricular activities. Where possible, staff would contact 
the activity providers to notify them of the emergency and the best practice to 
take 

- Staff member responsible for escorting children to and from ECA must wear a 
walkie talkie at all times  

Moderate – 

Critical 

Unlikely Low – 

Medium 

Contact with 

members of 

public 

Abuse to children - Staff are trained in Child Protection within their first year of employment, assisting 
them to see signs of abuse and actions to take 

- OSHC Management staff will report to school and police if any form of abuse is 
expected during Extra-Curricular Activities 

- Parents are aware that their child is under the duty of care of the activity provider 
from the time that they are dropped at the activity until the time they are 
collected by an OSHC staff member, this condition is outlined on the ECA 
Permission From 

- Parents are aware that the activity provider is responsible for the supervision of 
their child in the times provided on the ECA permission form and that they need 
to inform the activity provider not to allow their child to be left unattended 

Moderate – 

Critical 

Unlikely Low – 

Medium 

Activity Hazards at each activity - Parents are aware that the activity provider is responsible for the health and 
safety of their child when attending extra-curricular activities 

- Swimming lessons requires parents to sign a consent form before attending 
(school arrangement, not OSHC) 

- If children require medical attention when returning to OSHC due to an incident at 
the extra-curricular activity the child will be given first aid when returning to 
OSHC, OSHC management will also notify the school of the incident where 
deemed necessary. An incident report will also be completed and the parent will 
be informed. 

Minor – 

Critical 

Possible Low – 

Medium 

 

 

  



Risk Assessment and Management 
 

Activity/Event/Area: Fire Evacuation  

Date Reviewed: 11/03/2020 

Date to be reviewed: As needed OR 11/03/2021 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequenc

e 

Likelihood Risk 

Toys, mess, 

furniture or 

other objects 

Escape pathways are blocked 

or doors cannot be opened 

- Walkways are to be kept clear at all times 
- Children are reminded to keep any walkways clear in play time 
- Any potential hazards are cleared as soon as possible 
- No furniture is placed in an escape pathway or against a door that would 

be used as an evacuation route 
- Children are discouraged from playing in walkways or doorways 
- Walkways and exits are checked before each session 
- Kitchen pathways are to be kept clear at all times.  

Critical Unlikely High 

Staff Staff are unaware of 

procedure in an emergency 

- Staff are trained on the operating procedure doing a lockdown or 
evacuation during their first induction with the service. 

- Signage is placed around the service with the steps to follow for an 
emergency as well as maps with the evacuation route 

- Any changes to emergency procedures are updated on the signs and staff 
are immediately notified via email or staff meeting 

- Both lockdowns and evacuations are practiced each term and senior staff 
evaluate the procedure and train staff if necessary 

Critical Unlikely High 

Panic - Both lockdowns and evacuations are practiced each term and senior staff 
evaluate the procedure and train staff if necessary 

- Staff are given the opportunity to reflect and give feedback after a drill or 
real emergency 

Critical Unlikely High 

Visitors Unaware of procedure in an 

emergency 

- When we have a visitor to the service they are informed of the basic 
procedures during an emergency, including evacuation point/lockdown 
locations 

Critical Unlikely High 

Parents Unaware of procedure in an - During practice evacuations or lockdowns parents are encouraged to take 
part 

Critical Unlikely High 



emergency - Procedures are displayed in service as well as maps with the evacuation 
route 

Children Unaware of procedure in an 

emergency 

- Both lockdowns and evacuations are practiced each term 
- Children are spoken to after a drill about the procedure and their reaction/ 

behaviour 
- Children are invited to evaluate the drill and give us feedback for the 

future 

Critical Unlikely High 

Panic - Both lockdowns and evacuations are practiced each term so that the 
children are comfortable and aware of the procedure 

- Staff help the children to calm down if necessary 
- Children are given the opportunity to reflect after a drill or real emergency 
- Children are invited to evaluate the drill and give us feedback for the 

future 

Critical Unlikely High 

Communicatio

n 

Staff are unaware that an 

evacuation or lockdown is 

occurring 

- Fire alarm and lockdown code is conveyed through walkie talkies 
- Staff are expected to wear walkie talkies during shift hours 
- Responsible Persons will be the last persons to leave the premises and will 

check all areas of the service 

Critical Unlikely High 

Assembly Area Assembly area inaccessible - Preps will go to RED sheds on the oval  
- Senior/Middle with go to the YELLOW shed on the oval  
- Juniors will go to BLUE shed on the oval  
- Assembly area may be changed, this to be determined by Responsible 

Person of the session 
- Responsible Person for the session will inform staff of new assembly area 

over walkie talkie multiple times and instruct any staff in person if possible 

Critical Unlikely High 

Person with 

mobility issues 

Cannot move to the assembly 

point by themselves 

- Responsible Person for the session will instruct a staff member to assist 
any persons requiring assistance 

Critical Unlikely High 

 

 

 

 



Risk Assessment and Management 
 

Activity/Event/Area: Gardening 

Date Reviewed: 21/04/20 

To be reviewed: As needed OR 21/04/2021 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Gardening Tools Injury from tools  - Staff are actively supervising activity 
- Tools are not overly sharp and they are checked prior to being used 
- Tools are not broken or chipped 
- Tools are placed away correctly and are adequately maintained.  
- Adequate working spaces for children when they are working around gardens.  

Moderate Unlikely Medium 

Manual 

Handling/Lifting  

Injury from lifting large amounts 

of soil, plants or using a 

wheelbarrow.  

- Staff are actively supervising activity 
- Children are encouraged not to lift large items alone 
- Staff assist children with heavy items 
- Staff will show children how to lift materials correctly 

Moderate Unlikely Medium 

Soil Ingestion 

Getting into cuts 

- Staff are actively supervising activity.  
- Any child or staff who has a cut or scrape need to cover with a band aid before 

placing gloves on 
- All children and staff are wearing gloves 
- Staff are to demonstrate how to dig and use soil correctly to ensure it doesn’t get 

into other children’s eyes 

Moderate  Unlikely Medium  

Plants  Ingestion  - Staff are actively supervising activity.  
- Children are reminded not to put plants in or near their mouths 
- Poisons plants will not be used. 
- Toxic Plants sign to be placed near garden 
- Sign of what is planted to be placed near garden 
- If planting an edible bed keep away from other plants 

Major Unlikely Medium 

Allergic Reaction  - Staff are actively supervising activity.  
- Plants that children are allergic to will not be used at the service.  

Major Unlikely Medium  



Bees, Wasps 

and Insects  

Bites, reactions and stings.  - Staff are actively supervising activity.  
- Staff are aware of insects 
- Children are reminded not to provoke any insect that may see in the area 
- Staff need to be aware of any child who is allergic to insects, bees or wasps 
- If children are stung , first aid will be administered  

Moderate Unlikely Medium  

Water Slips, trips and falls - Staff are actively supervising activity.  
- Children are supervised when getting any water 
- Children are reminded not to fill buckets or watering cans to limit water spillage 
- Children are reminded to walk not run 
- Staff are to have a meeting with children before starting activity  

Moderate Unlikely  Medium  

Gardening 

Chemicals  

Ingestion - Toxic chemicals are not being used in the garden 
- Where deemed to use chemicals, a separate risk assessment will be carried out.  

Major Unlikely Medium 

Children 

Running 

 - Children adequately supervised in garden area 
- Children are reminded that it is a walking only zone no running.  

Moderate Unlikely Medium  

Supervision  Children doing the wrong thing 

with equipment and materials  

- During any gardening activity ratio is slightly dropped to 1:12 with grades 4-6 and 
1:10 with Prep-Grade 3 

Moderate Unlikely Medium  

 

 

 

 

 

 

 



 
Risk Assessment and Management 

 

Activity/Event/Area: General Supervision 

Date Reviewed: 09/04/020 

Date to be reviewed: 09/04/2021 OR As needed 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Children not 

signed-

in/absent 

children not 

accounted 

during ASC 

 

Children walk-

out of the 

Service 

unaccompanied  

Both OSHC and 

parents may be 

unaware of child’s 

whereabouts, so they 

may be missing, lost 

etc., and  be 

hurt/abducted etc. 

 Parents are required to sign-in children using the electronic sign-in/sign-out system when 
dropping them off. 

 Parents are required to escort their children into the service daily and will be sent 
reminder emails/calls if they don’t comply.  

 During BSC, a senior staff-member conducts a roll-call at approximately 7:45-8:00am, to 
capture any children that haven’t been signed-in, and to ensure all signed-in children are 
present and accounted for.  

 During BSC, a senior staff-member conducts two head-counts, one at approximately 
7:30am, and one at approximately 8:15am, to ascertain that all signed-in children are 
present and accounted for, and to ensure ratios are correct.  

Moderate to 

Major to 

Critical  

 

Rare Medium 

Children not 

signed-

in/absent 

children not 

accounted 

Both OSHC and 

parents may be 

unaware of child’s 

whereabouts, so they 

may be missing, lost 

 Grades 1-6 children come to ASC and are signed in at hall entrance by 2 senior staff-
members on the electronic ‘QK Kiosk’, using two devices.  Each group of children (Junior, 
middle and senior) will have their own allocated staff member to sign them in. This 
ensures staff see the whole year level and can assist when any child doesn’t arrive.  

 Grade 1 teachers have a weekly list of children attending ASC each day given to them each 
Monday morning, so they can remind children to attend.  

Moderate to 

Major to 

Critical  

 

Rare Medium 



during ASC  etc., and  be 

hurt/abducted etc.  

 Preps are picked-up from their classrooms by 2 staff-members (including 1 senior staff-
member) and brought to the Prep-area. Prep-teachers have a weekly list of children 
attending ASC given to them each Monday morning, so they know to wait for OSHC staff. 
The Prep area has a separate sign-in for staff to use.  

 Whenever Prep or Grade 1 children are booked-in for an afternoon after the weekly 
attendance lists have been given to their teachers, OSHC emails that child’s teacher to let 
them know and add it to their list.  

 After the majority of children are signed-in, a Senior staff-member accounts for absences 
using the following procedure:  
a. Check for any absences called-in by parents during the day – or note absences during 

the day as they come through before 3:00PM;  
b. Check absence list sent from the school-office for any absences (these parents are 

sent a text that the office informed us – also complete before 3:00PM if the office 
sends list before then); 

c. Call the school-office for a PA-announcement over the school;  
d. Determine which parents to call first based-on needs of children (e.g. youngest to 

oldest, special-needs etc.). Call parents to confirm absence (leave voice-message or 
text parents if needed);  

e. Send a staff-member to look for children if needed; 

f. This process is recorded and annotated on a excel template, and then double-checked 
to the electronic-roll, and the Extra-Curricular Activity (ECA) List, for any discrepancies 
and followed-up accordingly by asking staff if they’ve seen any unsigned pick-ups, 
calling parents, and so forth.  

 Whenever a child is marked as absent for any OSHC care session, the electronic sign-
in/sign-out system alerts parents the next time they use it, and requires them to confirm 
the absence.  

Children walk-

out of the 

Service 

unaccompanied 

Both OSHC and 

parents may be 

unaware of child’s 

whereabouts, so they 

may be missing, lost 

etc., and be 

hurt/abducted etc. 

While supervising anywhere and at any time within the Service, staff are expected to do the 

following at all times:  

 Be mindful that the whereabouts and safety of all children are the primary responsibility 
of all Educators.   

 Be aware of and attempt to learn the names of individual children within your specific 
designated area of supervision, so as to identify if a particular child goes missing.  

 Actively supervise children in all areas of the Service, taking into consideration sight 
and/or hearing distance.  

 Do not sit down while supervising the children – it is more effective to supervise while 
standing and continuously moving and pacing around, particularly around the perimeter 
of the space in which the activity is occurring. 

 Do not climb on the adventure playground equipment – remain on the ground to maintain 

Moderate to 

Major to 

Critical 

Rare Medium 



adequate supervision of the children in your care.  

 Only participate in any activities that does not distract from supervision or behaviour 
management of children.  

 Position yourself to supervise as many children as possible (e.g. minimise children playing 
behind your back, keep as many children in front of you as possible), and stand in relation 
to the children, other staff-members, and the geographical area you are responsible for 
supervising; for example, situate yourself near the area entrances and exits of an area to 
see children move in and out, make sure your line of vision is clear, and avoid standing too 
close to other staff-members unnecessarily.  

 Use coloured cones to establish clear, marked boundaries for outdoor areas, or active, 
high-risk activities, to ensure easier supervision. When marking the boundary, consider 
space needed for the activity, and keeping children within sight and/or hearing distance. 
Before commencing an activity, children are reminded to stay inside the coned area, as 
well as any other relevant safety rules.  

 Monitor the developmental needs and stage of children being supervised, and the activity 
they are engaged in, and adjust the level of supervision, area-boundaries, and improve 
ratios as needed.  

 Be mindful of ratios at all times, and inform other staff via walkie-talkie when close to or 
at ratio.  

 Avoid engaging in unnecessary and non-work-related conversation with co-workers.  

 When engaging in one-on-one interactions or in small-groups with children, still maintain 
adequate supervision of the larger group by doing the following:  

 Ensuring the larger group is safely engaged in an activity or free-play before commencing 
the one-on-one or small-group interaction; 

 Periodically looking-up from the one-on-one or small-group to monitor the larger group;  

 Remaining aware of any communication over the walkie-talkie.   

 Minimise children’s interactions with other children not attending the Service, and if 
necessary, ask other children to move away.   

 When supervising in a new or unfamiliar place (i.e. on excursion), always familiarize 
yourself with the geography, such as entrances, exits, bathrooms, tripping hazards, and so 
forth. Location is visited by a staff-member beforehand if possible.  

 During the staff orientation process, all staff-members are given designated paid time to 
read risk-assessments for each specific play and activity area (i.e. playgrounds, oval, 
veranda, prep-area etc.). These risk-assessments outline the individual geographical risks 
of each area, and ways for staff to mitigate the risk.  

 Additionally, each before-school care session, after-school care session, and the beginning 
of each Vacation Care session, a designated staff-member completes the Daily Safety 
Checklist.  

 During ASC, two Senior staff-members are designated as a Main Rover and an Assistant 



Rover for the afternoon (one on the veranda, one in the multipurpose-room), who 
initiates/conducts formal headcounts to ensure that staff:children ratios are maintained, 
assist parents with the sign-in/sign-out procedure is done correctly (when necessary), and 
to approximate that all children have been properly signed-out or are still present at the 
Service. The headcounts occur at the following times:  
o Firstly, when children have settled into their activity at approximately 3:40PM; 
o Secondly, approximately 20 minutes after the first headcount.   

 The Rover conducts the formal headcounts using the following procedure: 
o Giving staff a 2 minute warning of the headcount to give children a chance to move 

between areas, and to begin counting their children;  
o Asking staff for the number of children in each area, and writing this on a specific 

template; 
o Adding the numbers together, and comparing to the signed-in total; 
o Accounting for any possible discrepancies (ECA, failed sign-outs etc.);  
o If headcount it incorrect staff are asked to freeze their children and recount.  
o If the head-count is incorrect three times in a row, the Rover then calls for a group 

roll-call in the hall.  

 Throughout this time and in between formal headcounts, all staff-members are expected 
to conduct informal headcounts of their own accord to ensure all children in their 
immediate area are accounted for, and that ratios are maintained. 

 Throughout the afternoon, all staff are equipped with walkie-talkies to assist in 
maintaining adequate supervision, including communicating the following:  
o When children are moving between activity-areas; 
o When children are getting picked-up; 
o When children need to come-up for ECA;  
o When children are going to the bathroom/getting a drink; 
o Staff require extra assistance managing children; 
o In preparation for lockdowns and emergency evacuations, and so forth.  
o To conduct formal and informal headcounts;  
o To ensure injury/incident reports are completed appropriately;  
o To assist staff with behaviour management; 
o To organise staff-ratios, and so forth.  

 When children move between areas without informing a staff-member, they are given 
verbal reminders – if it continues, children may be given a further consequence.  

 If a child does go missing/walks out of the Service, the Service implements the following 
procedure:  
a) Rover to inform all the staff of the missing child’s name 
b) Rover to arrange a few staff to search the school grounds, while other staff continuing 

supervising children in the service 
c) Rover to inform a staff to contact the coordinator/assistant coordinator if they were 



not at the service. 
d) Rover to contact the missing child’s parents (Please make sure steps a) to c) are 

followed before you contact the parents) 
e) Rover to contact the police (West End):  3844 3788 
f) Rover to arrange a staff to contact school Principal 
g) Staff to comfort children who are in the service and are anxious of the situation  
h) Coordinator/Assistant Coordinator/Supervisor to report to the Queensland 

Department of Education and Training Early Childhood Education and Care Mt Gravatt 
Regional Office within 24 hours of the incident.  

 Upon enrolment and re-enrolment, parents are required to provide a relevant, clear, 
passport-like photo of their child, to show to Police, and familiarise staff with of needed.  

Children injure 

themselves  

 

 

Children are hurt and 

not treated properly  

 

Additional risk if the 

child is hurt and 

parent is not notified 

before child goes 

home/to school and it 

develops into 

something further  

 During the orientation process, all staff read risk-assessments for each specific play and 
activity area (i.e. playgrounds, oval, veranda, prep-area etc.). These risk-assessments 
outline the individual geographical risks of each area, and ways for staff to mitigate the 
associated risks. These risk-assessments are annually reviewed, and staff required to read 
any changes/updates.   

 Staff initially only take down 15 children to begin with to ensure adequate ratios are 
maintained. The Rover(s) then assist to move staff and children around to maintain safe 
ratios.  

 All staff-members are required to have first-aid, CPR, and asthma and anaphylaxis 
management qualifications at all times, to ensure injured/ill children can be attended to 
promptly.  

 The Service has numerous first-aid kits, including one in the Prep rea, for easy use and a 
fully stocked first aid kit in the office.  

 First Aid cupboard in the Kitchen has a variety of Band-Aids and wraps that staff can use.  

 The Service has ice-packs for first-aid in the kitchen and Prep-area for easy access and 
prompt use.  

 Staff-members are required to write-up injury reports as soon as possible – these are 
reviewed by the responsible person, and a message is put into the electronic sign-in/sign-
out system for parents to see a Senior staff-member. The Senior staff-member talks 
parents through the report and addresses any extra questions/concerns.  

 Staff Members are NOT to write incident reports if that means they can no longer 
adequately supervise their area. They are to inform the main rover of this issue and the 
main rover will assist with another staff member or a contingency plan.  

 All injury reports are entered into an ‘Injury Report Register’ on the Service computers for 
Management Staff to review each term for areas, activities, staff-supervision of high-risk, 
and interactions between particular children.  

 If injury reports aren’t signed that day, they are emailed to parents the next morning – if 
sufficiently concerning or severe, the parent will be called as well. For all first-aid injuries 

Mild to  

Moderate to 

Major to 

Critical 

Rare Medium  



that occur in the morning, the Service informs the school office and the parent before 
9:30AM.  

 On Friday afternoon, a Senior staff-member will call parents regarding any unsigned injury 
report to inform them., and make a note of this on the injury report.  

Staff unaware of 

children’s 

medical and/or 

dietary 

intolerances/ 

requirements 

Child suffers a medical 

emergency (e.g. 

asthma, anaphylaxis 

etc.) 

 

Child suffers 

unpleasant side-

effects from diet 

intolerance  

 Parents asked to disclose any medical/dietary requirements on enrolment form, and via 
written means if they later emerge.  

 Parents required to provide medical action/management plans for asthma, anaphylaxis, 
epilepsy, and diabetes, if diagnosed. Parents also required to complete a Service ‘Medical 
Risk Minimisation Form’ if they have one of the aforementioned medical diagnoses.   

 Service has a list of all children’s medical conditions on-site at all times, with asthma, 
anaphylaxis, diabetes, and epilepsy high-lighted. List is updated once a month AND when 
needed (e.g. when a child with said condition enrols). Staff read and sign list whenever 
there is a staff-meeting, and discuss any additional needs/requirements.  

 All staff wear ‘Medical Lanyards’, which contain a pamphlet of the children with asthma, 
anaphylaxis, epilepsy, and diabetes containing: child’s name, photo, medical condition, 
and how to treat it. The medical lanyards are updated when needed (e.g. when a child 
with said condition enrols).  

 Parents required to provide a new medical risk minimisation plan form each year.  

 Parents are required to provide a new Action plan as required via current Action Plan 
form.  

 Children not allowed to attend without any required medication on-site. 

 Service puts an alarm/notification on OSHC computers for a month before of whenever 
medication (e.g. puffers, Epipens etc.) expires, to acquire new medication from parents.  

 All medication kept in an obviously marked first-aid cupboard that is out-of-reach of 
children, and unlocked whenever children are on-site. For medications that require 
cooling, there is a locked and labelled box in the fridge.  

 As Preps are in a separate area, medication for Preps does go down into the Prep area, 
and is secured down there – brought back-up each day/session, as required.  

 Whenever a child needs additional medication (e.g. pain-killers, anti-biotics etc.), parents 
complete the relevant ‘Medication Authorisation Forms’, after which staff set an alarm on 
the Service phone to administer medication to child, and complete the relevant /Medicine 
Administration Form’.  

 In regards to dietary-based medical conditions, a copy is kept on the kitchen fridge. This is 
kept in kitchen away from general view of other children/parents), the menu lists if 
children are attending on a particular day, and whether alternative foods to be made (e.g. 
rice cakes instead of sandwiches for Coeliac), or other notes (e.g. a particular fruit not 
being used on a specific day to avoid cross-contamination).  

 Large numbers of families are vegetarian or Halal, and therefore the Service does not 
serve meat.  

Mild to  

Moderate to 

Major to 

Critical 

Unlikely to 

Possible  

Medium 



 Foods prepared and stored separately if needed, to avoid cross-contamination.   

Children walk 

away from 

extra-curricular 

activities  

Both OSHC and 

parents may be 

unaware of child’s 

whereabouts, so they 

may be missing, lost 

etc., and be 

hurt/abducted etc. 

 Each term, parents are required to complete a form authorising their child to attend Extra 
Curricular Activities outlining the activity, where it is, departure and arrival time, and the 
name and contact number of the ECA provider. Without the form (or another one-off 
written notification), children are not allowed to attend the activity.  

 Children are walked to and from activities by a staff-member, and are signed-in and out 
on a daily log/register.  

 The Service has the contact numbers of ECA providers to contact them if required.  

Mild to  

Moderate to 

Major to 

Critical 

Rare Medium  

Children picked-

up a non-

authorised/ 

Unfamiliar 

person 

 

 

Child is abducted by a 

non-authorised 

person, and may be 

hurt/distressed  

 All staff to be aware of every adult that arrives to collect a child, including parents, 
relatives or friends you have not seen before, as well as any people involved in specific 
court-order or special pick-up arrangements – it is essential that adequate identification is 
provided and checked before releasing the child into their care. Use the walkie-talkie to 
communicate with the Coordinator/Responsible Person if in doubt. 

 Parents required to sign the appropriate form to authorise other people to pick-up their 
child, including questions regarding being allowed to authorise medical attention, a staff-
member taking the child out of the Service, and so forth.  

 All parents and authorised people required to show photo ID for photocopying or taking a 
photo on service phone for the first time they pick-up children, and any other subsequent 
time that senior staff do not recognise them. This is checked against the child's pick-up 
list. 2IC will upload parent photo if clear into QIKKIDS so it appears when a staff member 
clicks on the authorised person’s name.  

 Parents required to provide court/custody-orders if relevant.  

 The two Rovers site parents, assist parents with the sign-out procedure, check the 
authorised pick-up lists of children, photocopies ID of new or unfamiliar 
parents/guardians, and so forth.  

 Within the office in a confidential location, there is a list of children/families with 
specialised custody/pick-up arrangements, such as non-authorised pick-ups. The list 
includes names and photos of non-authorised people, and what to do if that person 
attempts to collect the child.  

 All senior staff trained for this contingency, including going into lock-down procedures.  

 The next time a parent/guardian sign-out their child, they are prompted to confirm 
whenever another non-custodial authorised person signs-out their child.  

Moderate to 

Major to 

Critical 

Rare Medium 



Children not 

signed-out 

properly due to 

too many 

parents coming 

at once  

Child is not signed-out 

properly, and the 

Service assumes they 

are missing and 

instigates emergency 

procedures 

unnecessarily  

 The Service has up to six electronic sign-out systems available at any given point, so that 
parents don’t tire of waiting and leave prematurely, and do sign their children out 
properly.  

 The Rovers assist new families/pick-up people with the electronic system if required.  

 Within the office in a confidential location, there is a list of children/families with 
specialised sign-out conditions, such as family members with English as a Second 
Language, who are unable to use the electronic sign-out system. The Service arranges with 
the primary account-holder to accommodate this.  

 Rovers confer with others staff-members to confirm if someone sited the child being 
signed-out by an authorised/usual pick-up  

Mild to 

Moderate 

Rare Low 

Too many 

children 

congregated in 

one area 

Children can easily 

hurt themselves when 

too many using one 

space, including 

running into each 

other, tripping, 

slipping and falling on 

floor hazards etc.   

 During the staff orientation process, all staff read risk-assessments for each specific play 
and activity area (i.e. playgrounds, oval, veranda, prep-area etc.). These risk-assessments 
outline the individual geographical risks of each area, and ways for staff to mitigate the 
risk.  

 Limit the amount of children in each area, incorporating consideration for risk related to 
activities being undertaken. 
o Junior playground – 30 child limit  
o Senior playground – 40 child limit  
o Outdoor undercover sheds – 15 child limit per shed (potentially less based-on activity) 
o Hall (active-play) – 60 child limit (potentially less based-on activity) 
o Hall (moderate – construction, craft etc.) – 100 child limit  
o Hall (low/quiet – movie and drawing) – 200 child limit  
o Multipurpose-room – 30 child limit 
o Veranda – 20 child limit  
o Prep Playground- 20 Child Limit  
o Science Room- 30 Child Limit  
o Library- 30 Child Limit during activity times. For quiet time during vacation care the 

whole library is used therefore this number can go anywhere up to 60 children with 
appropriate staff members.  

 The Service offers multiple activities, utilising multiple indoor and outdoor areas at once, 
minimising how many children are in one area at a time. The same is done for afternoon-
tea serving areas. Will expand, if needed.  

 When dispersing children from large groups, such as group-time/roll-call, a Senior staff-
member does this in increments, to reduce walking traffic.  

 The Service has signs reminding children to conduct themselves safely in high-traffic 
walking areas, such as nears bathrooms, on the veranda, and so forth.  

 On the staff duty-roster, staff-members are specifically designated to stand and supervise 
in specific areas of high walking-traffic, such as the port-racks, the hall entry, bathrooms 
etc. Staff-members give children verbal reminders and monitor behaviour.  

Mild to Major Possible Medium 



Not being able 

to meet 

children’s 

individual needs 

for rest, food, 

and drink  

Children becomes 

unwell and distressed 

at OSHC  

 Service has bubblers on the veranda, under J-Block, and in the Prep area, for children to 
use. Staff-members regularly remind children to drink fluids during warmer weather.  

 Children self-serve afternoon-tea, thereby controlling their own portions and what they 
eat. Service serves a variety of wholemeal breads, crackers, and wraps, fresh fruit and 
veggies, and healthy condiments, keeping in mind any dietary and/or medical 
requirements of individual children. Children are also allowed to eat from their lunch-
boxes, if necessary.  

 Junior children have the ability to use quiet spaces in the hall for sleep and rest. There is 
cushions, blankets and mats that they are able to create their own version of a rest space. 

 Middle school children have the science room allocated to them as a “chill out” zone. If 
they wish to rest somewhere else they are to notify are staff member and can move to the 
MPR where they can rest in the reading zone.  

 Senior students are allocated the library for their “chill out” zone. There are many spaces 
in the library in which the students can rest.  

 Service is working with P&C to extend the veranda space to make more room for children 
to relax and unwind alone if they wish. This is an ongoing plan and is looking to be 
completed in Term 4 2020 unless changes are made prior.  

Mild to 

Moderate 

Unlikely Low 

Not being able 

to cater to 

children’s 

individual play 

needs  

Children not as 

engaged, increases 

probability of 

behavioural issues 

 

Children don’t enjoy 

coming to OSHC, 

thereby affecting 

them emotionally and 

socially   

 Children are surveyed regularly to find out their interests on a range of topics (e.g. 
favourite books, foods, games etc.), to then incorporate into the weekly program.  

 The Educational Leader puts-out a list of theme ideas and individual activities (including 
photos), which children vote to do.  

 Children’s bookings are taken into consideration when they vote: e.g. if a child who only 
comes on Wednesday and specifically requests an activity, that activity will be 
programmed for a Wednesday.  

 Children can also write-up any additional ideas on the survey board.  

 Children given a range of options in the morning, afternoon, and Vacation Care to choose 
from, including:  
o Prep program (includes a craft, sport, and construction option, as well as free play in a 

sand-pit); 
o Senior/Middle Program includes a craft activity and an oval sport activity.  
o Junior Program includes a craft activity and an oval sport activity. 
o Senior children have a “chill out” zone in the school library  
o Middle children have a “chill out” zone in the school science room.  
o Junior children have a “chill out” zone in the school hall.  
o A free-play/self-directed option (e.g. dress-ups, home-corner, construction etc.)  
o Reading  

 Children are limited as to how many can participate in an activity, based-on space 
parameters and high vs. low impact of activity, so activities are sometimes rotated.  

 Staff are required do to regular evaluations on activities, including children’s participation, 

Mild to 

Moderate 

Possible Low  



engagement etc.  

Not being 

adequately 

familiar with 

children, due to 

large amount of 

them 

Easier to lose children 

if not familiar with 

them  

 

Harder to behaviour 

manage children 

without an established 

rapport beforehand  

 

 

 

 

 Enrolment Form includes a section on getting to know children generally, or if parents 
think there’s anything else we need to know.  

 Photo is required in enrolment/re-enrolment so that staff have the ability to familiarise 
themselves if required.  

 Enrolment process includes calling/emailing new parents to do a mini-interview, and to 
ask if we should know anything further regarding child.  

 Children identified as having an extra health, dietary, and/or social needs are asked 
further questions on managing these issues.  

 Coordinator tries to ensure continuity of staff (including having 5 permanent staff and 
many long-term casual staff), so that they have time to grow a meaningful rapport and 
relationship with children.  

  Once a parent identifies a concern with their child (including any of the below), the 
Coordinator will make an additional effort to monitor this child and their time and well-
being at OSHC, to inform the parent, come-up with strategies, and so forth. 

 During staff-meetings, Coordinator asks staff to identify and discuss individual children 
they may have concerns for, including factors that may impact them, such as but not 
limited to: behavioural management; bullying; loneliness and having trouble making 
friends; having trouble adjusting from a new school/OSHC; ESL or refugee background; 
recent family separations; a change in treatment etc. Staff may learn something new, 
express concerns, contribute a different perspective or solution, and so forth. These 
discussions are (confidentially) written down in the meeting-minutes, and reflected on in 
the next staff-meeting, to see if staff-members have been able to implement a new 
strategy, notice a change in behaviour, make further observations etc.  

 Service has an inclusion support group who meet monthly to discuss any child who needs 
extra assistance in the ASC or BSC program and how we can assist them. One of these 
staff members is then allocated to work with these children and help them be included in 
the programs in the afternoons.  

Mild to 

Moderate to 

Major 

Possible Medium 

 

 

 



Risk Assessment and Management 
 

Activity/Event/Area: General OSHC Premises Workplace Health and Safety 

Date Reviewed: 23/04/2020 

To be reviewed: As needed OR 23/04/2020  

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Asbestos Damage/deterioration of 

asbestos causing health issues 

- All staff must complete Asbestos Training within 3 months of commencement of 
employment at: https://learningplace.eq.edu.au/cx/resources/file/56c0967f-
6923-4d7d-8557-b80548f624ed/1/index.html 

- Contractors coming into the school or OSHC will go via the office. They will sign 
the Asbestos register to inform them of the asbestos on site.  

Major – 

Critical 

Unlikely Medium – 

High 

Contractors Physical risk due to work on site, 

violation of code of conduct 

- Approved school contractors only used on site 
- Contractors must report to office before working on site 
- Contractors must follow school risk assessments and rules, including possession of 

Blue Card 
- School notifies OSHC management of contractors coming on site via email 
- OSHC Management ensure that work in OSHC areas is either completed at a time 

of day when children are not present, or will rearrange the program and areas to 
ensure that children will not be in the area that work will be completed 

Insignificant 

– Critical 

Unlikely Low – High 

Security Break and enter, theft, 

vandalism 

- OSHC areas are locked when not in use 
- Office filing cabinets are locked when no staff inside.  
- Parts of school contain security alarms, linked to police 
- School is to be used by authorised persons only 

Insignificant 

– Moderate 

Possible Low – High 

Children absconding - Ratios of 1:15 on premises are kept at all time 
- Regular headcounts are conducted and compared to roll, if numbers do not match 

a roll call will be conducted 
- If a child is missing from the service the staff will follow the “Child Missing From 

Service” procedure 

Moderate – 

Critical 

Unlikely Medium – 

High 

https://learningplace.eq.edu.au/cx/resources/file/56c0967f-6923-4d7d-8557-b80548f624ed/1/index.html
https://learningplace.eq.edu.au/cx/resources/file/56c0967f-6923-4d7d-8557-b80548f624ed/1/index.html


Manual 

Handling 

Injury caused by lifting heavy 

equipment 

- Manual handling posters are displayed around service where heavy/awkward 
equipment is stored 

- Heavy or awkward items are stored on lower shelves 
- If staff feel that they are at risk they are not forced to lift, move or carry heavy or 

awkward items 
- Staff are asked to disclose any health or medical conditions to ensure that they 

are not required to do a task that will put them at risk 
- Ladder available if necessary 
- Trolley available if necessary 

Minor – 

Major 

Unlikely – 

Possible 

Low – High 

Parents and 

members of the 

public 

Potential abuse, disrespectful 

behaviour 

- Code of conduct is in place and on display in the Multipurpose Room near parent 
sign out area 

- Staff have the authorisation to ask people to leave the school grounds if they are 
behaving unsafely 

- Lockdown procedure in place if deemed necessary 

Possible Insignificant 

– Major 

Low – High 

Vehicles Injury caused by car accident on 

school grounds 

- Children are not allowed in school “car park” area unless with a parent OR if 
exiting the school grounds to leave for excursion with permission from 
parent/guardian 

- If for any reasons a car is required to be on the school grounds the area will be 
marked off with cones and children will not be allowed near the cars.  

- OSHC has an agreement with the school that if there are any contractors who 
require a vehicle on school grounds, it will be arranged for a time of day that the 
children will not be using the area 

Moderate – 

Critical 

Rare Medium 

Damage to cars on site - If there are any cars on the school grounds, the program and areas will be 
arranged to ensure that the children will not be in danger of vehicle and will not 
be able to damage vehicle/ use equipment to damage vehicle.  

Moderate Unlikely Medium 

Fencing Injury caused by falling from 

fencing 

- Children are not allowed to climb fences 
- Rules about fence climbing are enforced and children are regularly reminded of 

these rules 

Moderate – 

Critical 

Unlikely Medium – 

High 

Health 

Mental Health 

Spread of infectious disease - See Policy 4.4 (Management of Infectious Diseases) 
- Staff who have symptoms of infectious disease are not to prepare food 
- Staff are required to inform management if they are unable to come to work due 

to illness, doctor’s certificate may be required  

Moderate Possible High 

Mental Health - Stress - Staff members are not forced into any situation that they believe will be of 
detriment to their mental health and wellbeing 

- Staff members are supported through stressful times by the management team 
- Staff are asked to confide any health issues (mental or physical) upon 

employment, information is kept confidential 
- If a staff member expresses that they are stressed or that their mental wellbeing is 

in jeopardy they are offered time away from the children in the office to calm 
down, be supported by management staff and seek further needs if necessary 

Moderate – 

Major 

Possible High 



Electricity Electric shock, fire - Leads, cables and cords are checked for damage, if they are damaged they will not 
be used and will be disposed of appropriately 

- All electrical equipment is tested and tagged yearly 
- Any defective electrical equipment is removed from use and disposed of 

appropriately 
- Defective power outlets are reported to school, who will arrange to be fixed by a 

qualified person 
- A product will be removed from the service if an Australian Product Safety Recall 

for that item is announced 
- In the case of an electrical emergency, staff and children will follow the 

Emergency Evacuation Procedures 
- Staff will not carry out any electrical work unless qualified 

Moderate – 

Critical 

Unlikely Medium – 

High 

Children Behavioural issues – causing 

harm to staff, children or other 

persons in the service 

- See Policy 2.9 (Behaviour Support, Management and Exclusion) 
- Emergency Lockdown or Evacuation Procedures are in place 
- Staff are required to wear a walkie talkie at all times which will be used to 

communicate to other staff in case of an emergency 
- A minimum of two staff members will be on premises during service operating 

hours 

Insignificant 

– Major 

Possible Low – High 

Staff Potential risk to children, 

physical, sexual abuse 

- All staff must hold a Working with Children Blue Card 
- Staff are to attend a training session within first year of employment regarding 

Child Harm and Abuse, see Policy 2.7 Reporting Child Harm & Abuse 
- Staff are required to notify Coordinator in writing if they are charged with or 

convicted of an offence 
- Staff must follow Standards of Behaviour when Interacting with Children (see 

Policy 2.7). These standards and a code of conduct are included as part of the 
initial training before working with the children 

- A minimum of two staff members will be on premises during service operating 
hours 

- Staff are not to touch children inappropriately. All physical contact should be kept 
to a minimum 

- Staff are not to assist children in toilets unless in a situation where it would be 
deemed negligible or a breach of duty of care not to provide assistance. If a staff 
member is providing assistance, the coordinator or responsible person must be 
informed and a second staff member must be present 

- Signs of abuse in children are displayed in the staff area and included as part of 
the initial training upon employment 

- If management suspect staff is guilty of abuse towards the children their 
employment will be terminated and the staff member will be reported to police 

Moderate – 

Critical 

Rare Low – 

Medium 

 



Risk Assessment and Management 
 

Activity/Event/Area: Hall 

Date Reviewed: 28/02/2020 

To be reviewed: As needed OR by 28/2/2021 

 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

 

Identified 

Hazards 

Assessed Risks Control Methods, Action and Implementation  Risk with Control Methods in Place 

Consequence Likelihood Risk 

Wooden doors Fingers or body parts caught 

between door and doorway 

- Children are discouraged from standing in doorways when they are being opened 
or closed 

- Staff ensure that no children are in danger when doors are being opened and 
closed 

- Doors are propped open with doors stops or hooks to ensure that they do not 
close in wind 

- Staff to check that doors to storage cupboards in Hall are locked, if they are to be 
unlocked for any reason staff need to be made aware and supervise.  

Minor Possible Medium 

Electrical plugs Electrocution 

 

 

 

 

 

- Electrical plugs in hall are install with heavy duty covers 
- Staff will check plugs are in place before each session 
- Children will be regularly reminded to not touch electrical plugs 

Critical Unlikely High 

Trip hazards Tripping on toys, furniture, rugs - Hall floor is to be kept as tidy as possible 
- Pathways to be kept free of clutter 

Minor Possible Medium 



etc - Doorways need to be kept clear from clutter, children who are playing near 
doorways need to be encouraged to move 

- Staff are to encourage children to keep the area surrounding them tidy when they 
play with construction  

Evacuation 

pathways  

Pathway for staff and children to 

walk during evacuation are 

blocked by furniture, toys etc 

- Pathways are to be kept free of clutter at all times 
- Children are not allowed to play or sit in pathways 
- Children are regularly reminded to keep pathways clear 
- During vacation care staff will be rostered to clean multipurpose room and regular 

times of the day 
- Checking pathways is part of the morning and afternoon safety checklist 
- Evacuation signs and path signs are on all exit doors.  

Critical Unlikely High 

Windows Smashed window, broken glass 

causing injury 

- Any breakable glass windows are covered by a metal guard 
- Any exposed glass windows are high quality and resistant to breaking 
- If any windows are broken, glass is cleaned immediately, reported to coordinator 

and school and area is marked off so that children cannot go near the broken 
window 

Moderate Unlikely Medium 

Finger or body parts caught 

between louvres of window 

- Children are reminded not to touch the windows 
- Children are not allowed to open and close windows 
- Handles to open windows are high enough that young children cannot reach 
- Handles require a relative amount of strength to open and would be difficult for 

children to open and close 
- Automatic windows are in ceiling and children to not have access 

Minor Possible Medium 

Black boxes Injury from falling off boxes - Children are not allowed to play on boxes 
- Children not allowed to stand on boxes 
- Children are only allowed to sit on boxes when watching a movie or other planned 

activity 
- Children are supervised by staff in the hall at all times 
- Children are regularly reminded not to play or stand on boxes 

Minor Possible Medium 

Trip hazard - Boxes are pushed against wall when not in use 
- Children are regularly reminded not to play on or near black boxes 

Minor Possible Medium 

Injury caused by rolling over 

body part 

- Boxes are pushed against wall when not in use 
- Children are not allowed to play on boxes 
- Children not allowed to stand on boxes 
- Children are only allowed to sit on boxes when watching a movie or other planned 

activity 
- Children are supervised by staff in the hall at all times 
- Children are regularly reminded not to play or stand on boxes 
- Only staff are allowed to move boxes 
- Staff must clear area before moving boxes 

Minor Unlikely Low 



Stage pieces Trip hazard - Stage pieces are stored in the corner of the hall 
- Cones are places around the stage pieces marking an “out of bounds area” 
- Children are regularly reminded that the area is out of bounds 
- Children are regularly reminded not to play near the stage pieces 

Minor Unlikely Low 

Injury caused by stages pieces 

falling 

Moderate Unlikely Medium 

Soccer goals Injury caused by goals falling - Children are regularly reminded not to play on the goals 
- Goals are only moved by staff members 
- Goals are kept on edges of hall unless in use 
- Children are regularly reminded not to play in goals unless it is part of a planned 

activity 

Moderate Unlikely Medium 

Injury cause by getting caught in 

netting, eg: rope burn 

Minor Possible Medium 

Injury caused by walking into 

metal poles or netting 

Minor Possible Medium 

Trip hazard of lower metal pole Minor Possible Medium 

Netball goals 

and equipment 

in corner 

Trip hazard - Equipment is kept in corner of the hall 
- End of hall area is marked off and kept out of bounds to all children 
- Children are regularly reminded that area is out of bounds 
- Children are supervised at all times when using the hall 

Minor Unlikely Low 

Injury caused by falling 

equipment 

Major Unlikely Medium 

Foam mats Injury caused by falling off stack 

of foam mats 

- Equipment is kept in corner of the hall 
- End of hall area is marked off and kept out of bounds to all children 
- Children are regularly reminded that area is out of bounds 
- Children are supervised at all times when using the hall 

Major Unlikely Medium 

Trip hazard Minor Unlikely Low 

Roller doors Fingers or body parts caught in 

roller door 

- Roller door is located in area that is marked off as out of bounds with cones.  
- Only staff are to use roller door 
- Children are regularly reminded that area is out of bounds 

Moderate Unlikely Medium 

Electrical cords Trip hazard - Staff will tape down any electrical cords or cover with a mat 
- Electrical cords will be taped down in low traffic areas where possible 

Minor Possible Medium 

Electrical box Electrocution - Electrical box is locked when not in use Critical Rare Medium 

Storage room, 

chairs and other 

equipment 

Injury caused by falling chairs/ 

equipment 

- Area is out of bounds for all children and locked when not in use 
- Staff are reminded to take care when using the room 
- If area is not safe to use, staff inform coordinator and school is also informed of 

danger 

Moderate Possible High 

Trip hazards - Area is out of bounds for all children and locked when not in use 
- Staff are reminded to take care when using the room 
- If area is not safe to use, staff inform coordinator and school is also informed of 

Moderate Possible High 



danger 

Pillows and 

mats in quiet 

area 

Trip Hazard - Staff will set up a coned area for pillows and mats to be set up 
- Children are regularly reminded to keep the pillows against the wall 
- Signs are placed in the area instructing staff and children of the rules in the quiet 

area area including no running, inside voices, no tumbling/jumping etc 

Moderate Possible High 

 

 

  



Risk Assessment and Management 
 

Activity/Event/Area: Kitchen 

Date Reviewed: 11/03/2020 

Date to be Reviewed: As needed OR 11/03/2021 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Urn Burns - Warning signs are displayed on the urn 
- Children are not allowed to use the urn 
- Children are not allowed in the kitchen unless participating in a supervised activity 

Major Unlikely High 

Knives and 

sharp objects 

Injury - Children are not allowed in the kitchen unless participating in a supervised 
programmed activity 

- Knives are locked in a secure drawer when service is closed 

Major Unlikely High 

Food Allergies - Parents must give details of allergies upon enrolment and bookings are not taken 
until the service has all information, documentation and medication required 

- Children with known allergies are recorded in the Medical Folder located in the 
office, on the fridge sign and on staff lanyards.  

- Any other medical information to be kept in office.  
- Service is nut free 
- Staff prepare allergy friendly menu items for children before usual menu items to 

avoid cross contamination 

Critical Rare Medium 

Cleaning 

products and 

chemicals 

Poisoning - Chemicals are stored in a locked cupboard 
- Children are not allowed in the kitchen unless participating in a supervised activity 
- Gloves are provided for cleaning 
- Cleaning products are clearly labelled 
- Material Safety Data Sheets are stored in Office (MSDS)  

Major Unlikely Medium 

Contact with skin causing 

irritation 

Moderate Unlikely Medium 

Hot water Burns - Children are not allowed in the kitchen unless participating in a supervised activity Minor Possible Medium 



Water on floor Slip hazard - All spills are cleaned up immediately 
- A wet floor sign is placed in the area as soon as the spill occurs 

Moderate Possible High 

Biological  Cross Contamination, Expired 

food, etc 

- All food items used comply with Food Standards Australia and are not subject to 
any current food recalls 

- Staff are to adhere to hand hygiene practices 
- Uncooked food is kept separate from cooked food/raw food 
- Colour coded chopping boards are used and staff are made aware of 
- Food items being stored are in containers and labelled with open date and expiry 

date 
- Raw meats are stored at the bottom of the refrigerator 
- Kitchen equipment is kept clean 
- Staff are given a clear cleaning checklist each day 
- Cleaning chemicals are used to sanitise benches before use 
- Equipment such as tongs and spoons are used when serving food 
- All blood, saliva or other bodily fluids are treated as infectious 
- Fruit and vegetables are washed before use 
- Staff are to wear a clean uniform to work each day, if their uniform is not clean 

one will be supplied 
- Fridge and freezer temperatures are checked twice daily and recorded 
- Staff who are feeling unwell are not allowed to prepare food 

Major Unlikely Medium 

Children 

participating in 

cooking 

activities 

Injury from knives, hot water, 

cooking 

- Explicit instructions are given before participation 
- Younger children are not allowed to do any dangerous activities such as using 

boiling water, using stove or oven without staff help or cutting with sharp knives 

Moderate Possible High 

Oven/Stove Burns - Appropriate equipment (heat proof gloves, tea towels etc) are supplied and staff 
are encouraged to use 

- Children are not allowed in the kitchen unless participating in a supervised activity 

Moderate Unlikely Medium 

Waste Biological contamination and 

attracting vermin 

- Staff are rostered to empty bins twice daily 
- Bin liners are used 
- Gloves are provided for staff to use and they are encouraged to do so 
- Bins are washed with water and sanitiser daily 
- Service is treated for vermin annually 
- Compost bins are either emptied or stored in airtight container in the fridge 

overnight 

Minor Unlikely Low 

Food Storage  Tripping Hazards 

Manual Handling  

- No boxes are to be kept on the floor of the Kitchen.  
- All boxes to be unpacked on arrival OR to be left on the benches in the centre of 

the Kitchen. If there is no room in the Fridge or cupboards an adequate space is 
required, the floor is not to be used.  

Minor  Unlikely  Low  



 

Risk Assessment and Management 
 

Activity/Event/Area: Lockdown  

Date Reviewed: 16/04/2020 

Date to be reviewed: As needed OR 16/04/2021 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Toys, mess, 

furniture or 

other objects 

Escape pathways are blocked or 

doors cannot be opened 

- Walkways are to be kept clear at all times 
- Children are reminded to keep any walkways clear in play time 
- Any potential hazards are cleared as soon as possible 
- No furniture is placed in an escape pathway or against a door that would be used 

as an evacuation route 
- Children are discouraged from playing in walkways or doorways 
- Walkways and exits are checked before each session 

Critical Unlikely High 

Staff Staff are unaware of procedure 

in an emergency 

- Staff are trained on the operating procedure doing a lockdown or evacuation 
during their first induction with the service 

- Lockdown drills are practiced quarterly 
- Signage is placed around the service with the steps to follow for an emergency as 

well as maps with the evacuation route 
- Any changes to emergency procedures are updated on the signs and staff are 

immediately notified via email/staff meeting/private Facebook group.  
- Both lockdowns and evacuations are practiced each term and senior staff evaluate 

the procedure and train staff if necessary 

Critical Unlikely High 

Panic - Both lockdowns and evacuations are practiced each term and senior staff evaluate 
the procedure and train staff if necessary 

- Staff are given the opportunity to reflect and give feedback after a drill or real 
emergency 

Critical Unlikely High 

Visitors Unaware of procedure in an 

emergency 

- When we have a visitor to the service they are informed of the basic procedures 
during an emergency, including evacuation point/lockdown locations 

Critical Unlikely High 



Parents Unaware of procedure in an 

emergency 

- During practice evacuations or lockdowns parents are encouraged to take part 
- Procedures are displayed in service as well as maps with the evacuation route 

Critical Unlikely High 

Children Unaware of procedure in an 

emergency 

- Both lockdowns and evacuations are practiced each term 
- Children are spoken to after a drill about the procedure and their reaction/ 

behaviour 
- Children are invited to evaluate the drill and give us feedback for the future 

Critical Unlikely High 

Panic - Both lockdowns and evacuations are practiced each term so that the children are 
comfortable and aware of the procedure 

- Staff help the children to calm down if necessary 
- Children are given the opportunity to reflect after a drill or real emergency 
- Children are invited to evaluate the drill and give us feedback for the future 

Critical Unlikely High 

Communication Staff are unaware that an 

evacuation or lockdown is 

occurring 

- Fire alarm and lockdown code is conveyed through walkie talkies 
- Staff are expected to wear walkie talkies during shift hours 
- Responsible Persons will be the last persons to leave the premises and will check 

all areas of the service 

Critical Unlikely High 

Assembly Area Assembly area inaccessible - Assembly area will be determined by Responsible Person of the session 
- Responsible Person for the session will inform staff of new assembly area over 

walkie talkie multiple times and instruct any staff in person if possible 

Critical Unlikely High 

Person with 

mobility issues 

Cannot move to the assembly 

point by themselves 

- Responsible Person for the session will instruct a staff member to assist any 
persons requiring assistance 

Critical Unlikely High 

 

 

 

 

 

 



Risk Assessment and Management 
 

Activity/Event/Area: Medical Risks 

Date reviewed: 21/04/2020 

Date to be reviewed: As needed OR 21/04/2020 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Awareness Staff are not aware of allergies 

or medical issues of children 

- Parents are required to provide information about children’s allergies upon 
enrolment and re-enrolment 

- Bookings are not accepted until all information, documentation and medication is 
received 

- Parents are required to complete a Medical Risk Minimisation Form to provide the 
service with ways in which we are able to reduce the risk to their child/ren 

- The “WESS OSHC Medical List” is displayed in the First Aid Cupboard, detailing all 
known medical conditions of the children attending WESS OSHC 

- If the medical list is updated or changed staff are made aware of this through a 
private message on DEPUTY and then asked to read the change and sign off 
stating they have read and understood.  

- Staff are required to read the “WESS OSHC Medical List” during their training 
sessions 

- Staff are required to wear a Staff Lanyard when working with the children. This 
lanyard has photos and information about children with Asthma, Anaphylaxis or 
serious medical conditions at the service and basic action plans. 

- Asthma and Anaphylaxis Action Plans are stored in the First Aid Cupboard in the 
medication box. Each child’s action plan is in a sealed bag with their medication. 
Extra copies are stored in Prep Folder for Prep children. 

Moderate-

Critical 

Possible-Rare Medium-High 

Medication Medication is given to a child 

without permission 

- Medication must not be administered to a child at the service without written 
authorisation by a parent or person with the authority to consent to 
administration of medical attention to the child. 

- Upon enrolment, or when adding Authorised Persons to an account, 

Minor – 

Critical 

Unlikely – 

Rare 

Low -High 



parents/guardians are required to inform the service whether or not this person is 
authorised to give medical consent. This is then recorded on QikKids. 

- Parents are required to complete a Medication Authorisation Form when the child 
is required to take medication while signed in to OSHC 

- If a child comes to OSHC with medication when the parent/guardian has not 
notified OSHC staff, the parent/guardian is immediately contacted and informed 
that without the Medication Authorisation Form completed staff will not be able 
to administer their child the medication. Medication is then stored appropriately 
until the parent/guardian collects. Parents/guardians are offered to either  email a 
Medical Authorisation form, collect their child, or agree that their child will not be 
administered the medication until the Form is completed. 

- A “Standard Operating Procedure” is in place, senior staff are made aware of this 
procedure in training and procedure is displayed on first aid cupboard 

Medication is out of date - Date of expiry is recorded on calendar and updated regularly 
- Parents are contacted one month before expiry date to inform them that their 

medication will be expiring. Parents are given a due date for new medication and 
informed that their child will not be able to attend if they do not have in-date 
medication on site. 

- Out of date medication is given back to the parents or disposed of through a 
pharmacist. 

- Expired medication is removed from the First Aid Cupboard or other medical 
storage and stored in a safe location in the office until disposed of. 

Moderate Possible – 

Rare 

Low – high 

Medication is not available - Upon enrolment parents are required to give information about any medical 
conditions and are informed that their children will not be able to attend until the 
medication has been delivered to the service. 

- A spare Ventolin and Spacer is kept at the service in case of emergencies 
- If a child is required to wear their medication, eg: Epipen, staff are required to ask 

the child if they have their medication with them when they are signed in. If the 
child does not have their medication the staff will assist the child to either collect 
their medication (if left in classroom or other accessible school location). If the 
medication is not accessible the parent will be contacted immediately and 
informed that they will need to either collect their child or bring required 
medication to the service immediately. 

Moderate – 

Critical 

Possible – 

Unlikely 

High 

Wrong medication or dosage is 

given to child 

 

OR 

- All medication must be in its original packaging and labelled with child’s name, 
date of birth, dosage, name of medication, administration method, valid dates 
and any other information relating to the child’s condition 

- When administering the medication, a second staff member must be present to 
double check the dosage, administration method, medication name, child name 
and any other conditions. 

- Both staff members present at the time of administration are required to 

Moderate – 

Critical 

Unlikely – 

Rare 

Medium – 

High 



 

Medication is given to wrong 

child 

complete and sign the Record of Administering Medication Form. Information on 
this form includes child’s name, date of birth, date of administration, medication 
name, method of administration, time, dosage, staff names and signatures and 
any further comments.  

- Senior staff are required to check that information provided on the Medication 
Authorisation Form and information on the Medical Label are identical. If any 
contradictions are present the parent is immediately informed of the 
contradiction and that the service will not administer medication if there is a 
contradiction. 

Overdose - Staff are required to check the previous entry to the Record of Administering 
Medication Form to check if the medication has been administered already. 

- Both staff members present at the time of administration are required to 
complete and sign the Record of Administering Medication Form. Information on 
this form includes child’s name, date of birth, date of administration, medication 
name, method of administration, time, dosage, staff names and signatures and 
any further comments. 

- Medication is kept out of reach of children 
- Parents are required to inform the service of the last date and time of 

administration as well as the future times of administration on the Medication 
Authorisation Form 

- Senior staff are required to check that information provided on the Medication 
Authorisation Form and information on the Medical Label are identical. If any 
contradictions are present the parent is immediately informed of the 
contradiction and that the service will not administer medication if there is a 
contradiction. 

Critical Rare Medium 

Children accessing medication - Medication is stored in First Aid cupboard in kitchen, Prep medication box or in a 
locked container in the fridge. Only Ventolin can be kept in school bags with 
parent permission. 

- Medication is stored out of reach of children 

Major – 

Critical 

Unlikely – 

rare 

Medium – 

High 

Staff forget to give a child 

medication 

- Senior staff (Coordinator, Assistant Coordinators, Supervisors and Group Leaders) 
are required to make a note of any medical requirements throughout the day on 
the Daily Communication Log which all senior staff are required to sign when read 

- Responsible Person of the session is required to set an alarm in the OSHC mobile 
as a reminder that the medication needs to be administered 

Minor – 

Critical 

Unlikely – 

Rare 

Medium - 

High 

 

 



Risk Assessment and Management 

 

Activity/Event/Area: Multipurpose Room 

Date reviewed: 14/04/2020 

Date to be reviewed: 14/04/2021 OR as Needed  

 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

 

Identified 

Hazards 

Assessed Risks Control Methods, Action and Implementation  Risk with Control Methods in Place 

Consequence Likelihood Risk 

Glass sliding 

doors 

Fingers or other body parts 

caught between folding doors 

- Children are discouraged from standing in doorways when they are being opened 
or closed 

- Staff ensure that no children are in danger when doors are being opened and 
closed 

- Children are not to play with the doors and are reminded of this when necessary 

Minor Possible Medium 

Broken glass causing injury - Staff check glass before each session for damage 
- Children are not to play with any balls or objects in the multipurpose room as they 

could hit and break glass 
- Children are regularly reminded that they are not allowed to throw objects in 

multipurpose room 

Moderate Unlikely Medium 

Wooden doors Fingers or body parts caught 

between door and doorway 

- Children are discouraged from standing in doorways when they are being opened 
or closed 

- Staff ensure that no children are in danger when doors are being opened and 
closed 

- Doors are propped open with doors stops or hooks to ensure that they do not 
close in wind 

Minor Possible Medium 

Tables Injury from walking into table - Children are not allowed to run in multipurpose room to minimalize injury if they 
walk into table and are regularly reminded of this 

Minor Possible Medium 

Children falling off tables - Children are not allowed to sit on table top 
- Children are not allowed to stand on table or seats 
- Children are reminded of this in a group when necessary 
- Children are regularly encouraged to sit appropriately by staff 

Moderate Rare Low 



Tables wheeled into person 

causing injury 

- Children are not allowed to move tables unless assisting staff lightly  
- Staff ensure that other people are not in their path when moving tables 
- Staff ensure that they are in control of the tables when moving by moving slowly 

and holding table at all times 

Minor Possible Medium 

Kitchen Bench Injury from walking into or 

hitting head on kitchen bench 

- Children are discouraged from running in the multipurpose room to minimalize 
potential injury 

- Children are discouraged from sitting or playing under the kitchen bench 

Minor Possible Medium 

Electrical plugs Electrocution 

 

 

- Electrical safety plugs will be purchased and install to stop children putting fingers 
and items into the electrical plugs 

- Staff will check plugs are in place before each session 
- Children will be regularly reminded to not touch electrical plug 

Critical Unlikely High 

Access to 

kitchen 

Access to knives, boiling water, 

chemicals 

- Signage in place stating that no children are allowed in the kitchen 
- Children are regularly reminded that they are not allowed in the kitchen 
- Staff supervise children in multipurpose room to ensure that they do not enter 

kitchen 
- Kitchen door to remain unlocked but closed during service opening hours.  
- Door and draws will be locked when service is closed  

Major Unlikely Medium 

Cupboards/ 

bookshelves 

Injury caused by cupboard 

tipping over 

- Children are not allowed to climb on any furniture 
- Children are not allowed to pull or lean on doors as this could cause the cupboard 

to tip 
- Children are reminded of this as a group when necessary 
- Staff are to report any damage to cupboards that could cause them to tip 

Moderate Unlikely Medium 

Shelves falling out and causing 

injury 

- Cupboards are to  be kept tidy to ensure that they are not overstocked, causing 
them to break, tip or collapse 

- Staff are to report any damage to cupboards that could cause shelves to fall out 

Moderate Unlikely Medium 

Trip hazards Tripping on toys, furniture, rugs 

etc 

- Multipurpose room is to be kept tidy 
- During vacation care staff will be rostered to clean multipurpose room and regular 

times of the day 
- Pathways to be kept free of clutter 

Minor Possible Medium 

Evacuation 

pathways  

Pathway for staff and children to 

walk during evacuation are 

blocked by furniture, toys etc 

- Pathways are to be kept free of clutter at all times 
- Children are not allowed to play or sit in pathways 
- Children are regularly reminded to keep pathways clear 
- During vacation care staff will be rostered to clean multipurpose room and regular 

times of the day 
- Checking pathways is part of the morning and afternoon safety checklist 

Critical Unlikely High 

 



Risk Assessment and Management 
 

Activity/Event/Area: Nature Playground  

Date Reviewed: 09/06/2020 

Date to be Reviewed: As needed OR 09/06/2021 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Weather Sunburn - Children must wear hats when in the sun 
- Children are given sunscreen on arrival into after school care.  
- The educator who is supervising the children on the oval will take note of the 

length of time that children have stayed in the sun 
- Sun exposure is limited in summer between 11am and 3pm. If there isn’t shaded 

area on the oval, staff will try and move activities under the sports sheds. 

Moderate Unlikely Medium 

Heat stroke, heat exhaustion - Children must wear hat and sunscreen at all times 
- Children are regularly reminded to drink water 
- Water bubblers are always available 
- Children are always free to have time to rest in shaded areas 
- On hot days, staff will stop outdoor activities regularly for children to have a drink 

of water 
- Children are reminded to fill their water bottles when necessary 
- Sun exposure is limited in summer between 11am and 3pm. If there isn’t shaded 

area on the oval, staff will try and move activities under the sports sheds. 

Moderate Unlikely Medium 

Water/rain causing slip hazards - No outdoor activities will be done on rainy days or if water hazards are present Minor Possible Medium 

Storms - If there is a storm, or if a storm is coming, all activities will be moved indoors Minor Possible Medium 

Dangerous or 

foreign objects 

Trip hazards, injury from 

stepping on glass, nails, tools etc 

- Oval area/Nature playground is checked by staff in the afternoon before being 
used by children, staff are to sign off on the safety checklist sheet. Any concerns 
are to be reported to Management staff or supervisors on the floor immediately.  

Moderate Possible High 



 

 

- Any dangerous objects are cleaned away as best as possible and reported to 
Coordinator 

- Sandpit will be sanitised and raked before use ensuring that there are no 
dangerous objects hidden in the sandpit.  

- If necessary, Assistant Co-ordinators or Coordinator will report unsafe objects to 
school 

- If the area is still unsafe activities will be planned elsewhere 
- Bark is to be raked/moved around where needed- staff will check this daily.   

Dangerous objects in sandpit. 

Supervision Children must be supervised at 

all times to ensure their safety 

- Walkie Talkies are used to communicate between staff 
- See Supervision Risk Assessment 
- Senior/Middle playground to have a maximum of  30 children  
- Junior Playground to have a maximum of 30 children  
- Prep playground to have a maximum of 20 children.  
- Nature Playground to have maximum of 30 Children.  

Moderate Unlikely Medium 

Strangers Abduction, unacceptable or 

unsafe behaviour towards 

children 

- A staff member will ask all people to leave the oval at 3.30pm 
- Between 7-9am and 3.30-6.00pm any strangers will be asked to leave the school 

grounds immediately, if they do not comply the West End Police will be contacted 
- If children are in danger, service will go into lockdown, lockdowns are practiced 

once per term minimum  
- Staff are aware of individuals that pose a risk to children in the service, including 

family members with custody orders 
- Walkie Talkies are used to communicate between staff 

Critical Unlikely High 

Playground 

equipment 

Broken or faulty equipment 

causing injury 

- All playgrounds are checked as part of the Daily Safety Checklist before children 
are allowed on the playgrounds 

- If there is any broken or faulty equipment, this will be recorded on the Safety 
Checklist, reported to supervising staff member or assistant co-ordinators this will 
then be communicated to the school. If necessary, area will be marked as out of 
bounds and children will be informed not to use or play in area. If necessary, 
playground will be closed until fixed 

Moderate Rare Low 

Injury caused by falling from 

playground 

- Staff are to ensure that children are not jumping from log to log around the 
sandpit. 

- Children will be reminded not to jump between logs.  
- If bark is low this will be recorded on Daily Safety Checklist, reported to senior 

staff and school 
- If necessary, Nature Playground will be closed if level of bark is deemed unsafe 
- Sand levels are inspected during safety checklist  
- If children are behaving unsafely, staff will stop them and if the behaviour 

continues they will be removed from the playground, an incident report will be 
written and parents informed 

Critical Possible High 



Tyres having spiders inside  - Staff are to check tyres for spiders to ensure that there are no spiders inside.  Moderate Possible High 

 

 

 

 

 

 

 

 

 

 

 

 

 



Risk Assessment and Management 
 

Activity/Event/Area: Prep Area (J-Block)  

Date Reviewed: 16/04/2020 

To be reviewed: As needed OR 16/04/2021 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 
- All areas in use are safety checked before the session 
- If an area is deemed unsafe, the service will not use and the school will be notified 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Security Break and enter, theft, 

vandalism 

- OSHC areas are locked when not in use 
- Parts of school contain security alarms, linked to police 
- School is to be used by authorised persons only 

Insignificant 

– Moderate 

Possible Low – High 

Children absconding - Ratios of 1:15 on premises are kept at all time 
- Regular headcounts are conducted and compared to roll, if numbers do not match 

a roll call will be conducted (Separate Prep Head count to be completed during 
ASC)  

- If a child is missing from the service the staff will follow the “Child Missing From 
Service” procedure 

Moderate – 

Critical 

Unlikely Medium – 

High 

Manual 

Handling 

Injury caused by lifting heavy 

equipment 

- Manual handling posters are displayed around service where heavy/awkward 
equipment is stored 

- Heavy or awkward items are stored on lower shelves 
- If staff feel that they are at risk they are not forced to lift, move or carry heavy or 

awkward items 
- Staff are asked to disclose any health or medical conditions to ensure that they 

are not required to do a task that will put them at risk 
- Ladder available if necessary 

Minor – 

Major 

Unlikely – 

Possible 

Low – High 



- Trolley available if necessary 

Parents and 

members of the 

public 

Potential abuse, disrespectful 

behaviour 

- Code of conduct is in place and on display near parent sign out area 
- Staff have the authorisation to ask people to leave the school grounds if they are 

behaving unsafely 
- Lockdown procedure in place if deemed necessary 
- Lockdown Procedures practiced quarterly  

Possible Insignificant 

– Major 

Low – High 

Electricity Electric shock, fire - Leads, cables and cords are checked for damage, if they are damaged they will not 
be used and will be disposed of appropriately 

- All electrical equipment is tested and tagged yearly 
- Any defective electrical equipment is removed from use and disposed of 

appropriately 
- Defective power outlets are reported to school, who will arrange to be fixed by a 

qualified person 
- A product will be removed from the service if an Australian Product Safety Recall 

for that item is announced 
- In the case of an electrical emergency, staff and children will follow the 

Emergency Evacuation Procedures 
- Staff will not carry out any electrical work unless qualified 

Moderate – 

Critical 

Unlikely Medium – 

High 

Children Behavioural issues – causing 

harm to staff, children or other 

persons in the service 

- Staff are required to read Behaviour Management Policy before starting at the 
service (during orientation)  

- Emergency Lockdown or Evacuation Procedures are in place 
- Staff are required to wear a walkie talkie at all times which will be used to 

communicate to other staff in case of an emergency 
- A minimum of two staff members will be on premises during service operating 

hours 

Insignificant 

– Major 

Possible Low – High 

Not being able 

to meet 

children’s 

individual needs 

for rest, food, 

and drink 

Children becomes unwell and 

distressed at OSHC 

- An area in the prep room is dedicated to being a quiet-area, with mats, 
cushions, and blankets. Service monitors need for more/new blankets, pillows, 
and mats. Service also has signs for rules for appropriate behaviour in the quiet-
area.  

- Service has bubblers on the veranda and in front of J-Block classroom for 
children to use. Staff-members regularly remind children to drink fluids during 
warmer weather.  

- Children self-serve afternoon-tea, thereby controlling their own portions and 
what they eat. Service serves a variety of wholemeal breads, crackers, and 
wraps, fresh fruit and veggies, and healthy condiments, keeping in mind any 
dietary and/or medical requirements of individual children. Children are also 
allowed to eat from their lunch-boxes, if necessary. Staff will assist if required.  

Mild to 

Moderate 

Unlikely Low 

Doors Fingers or body parts caught 

between door and doorway 

- Children are discouraged from standing in doorways when they are being opened 
or closed 

- Staff ensure that no children are in danger when doors are being opened and 

Minor Possible Medium 



closed 
- Doors are propped open with doors stops or hooks to ensure that they do not 

close in wind 

Trip hazards Tripping on toys, furniture, rugs 

etc 

- Area is to be kept tidy 
- During vacation care staff will be rostered to clean room and regular times of the 

day 
- Pathways to be kept free of clutter 

Minor Possible Medium 

Evacuation 

pathways  

Pathway for staff and children to 

walk during evacuation are 

blocked by furniture, toys etc 

- Pathways are to be kept free of clutter at all times 
- Children are not allowed to play or sit in pathways 
- Children are regularly reminded to keep pathways clear 
- During vacation care staff will be rostered to clean room at regular times of the 

day 
- Checking pathways is part of the morning and afternoon safety checklist 

Critical Unlikely High 

Windows Smashed window, broken glass 

causing injury 

- Any breakable glass windows are covered by a metal guard 
- Any exposed glass windows are high quality and resistant to breaking 
- If any windows are broken, glass is cleaned immediately, reported to coordinator 

and school and area is marked off so that children cannot go near the broken 
window 

Moderate Unlikely Medium 

Finger or body parts caught in 

window 

- Children are reminded not to touch the windows 
- Children are not allowed to open and close windows 
- Handles require a relative amount of strength to open and would be difficult for 

children to open and close 
- Handles to open window are relatively high and difficult for children to reach 
- Automatic windows are in ceiling and children to not have access 

Minor Possible Medium 

Falling out of window - Tables will be places along the wall of the windows, children are not allowed to 
climb on tables 

- Windows will only be opened if necessary 
- Children are regularly reminded not to play around or touch windows 
- Windows are locked when not opened 
- Handles to open window are relatively high and difficult for children to reach 

Critical Rare Medium 

Pillows and 

mats in quiet 

area 

Trip Hazard - Staff will set up area for pillows and mats 
- Children are regularly reminded to keep the pillows against the wall 
- Signs are placed in the area instructing staff and children of the rules in the quiet 

area area including no running, inside voices, no tumbling/jumping etc 

Moderate Possible High 

Sink Slip hazard - All spills are cleaned up immediately 
- A wet floor sign is placed in the area as soon as the spill occurs 

Moderate Possible High 

Waste Biological contamination and 

attracting vermin 

- Staff are rostered to empty bins twice daily 
- Bin liners are used 
- Gloves are provided for staff to use and they are encouraged to do so 

Minor Unlikely Low 



- Bins are washed with water and sanitiser daily 
- Service is treated for vermin annually 
- Compost bins are either emptied or stored in airtight container in the fridge 

overnight 

Cleaning 

products and 

chemicals 

Poisoning - Chemicals are stored in a locked cupboard 
- Children are not allowed in the kitchen unless participating in a supervised activity 
- Gloves are provided for cleaning 
- Cleaning products are clearly labelled 
- MSDS documents are stored with chemicals 

Major Unlikely Medium 

Contact with skin causing 

irritation 

Moderate Unlikely Medium 

Tables Injury from walking into table - Children are not allowed to run in room to minimise injury if they walk into table 
and are regularly reminded of this 

Minor Possible Medium 

Children falling off tables - Children are not allowed to sit on table top 
- Children are not allowed to stand on table or seats 
- Children are reminded of this in a group when necessary 
- Children are regularly encouraged to sit appropriately by staff 

Moderate Rare Low 

Tables wheeled into person 

causing injury 

- Children are not allowed to move tables 
- Staff ensure that other people are not in their path when moving tables 
- Staff ensure that they are in control of the tables when moving by moving slowly 

and holding table at all times 

Minor Possible Medium 

Cupboards/ 

bookshelves 

Injury caused by cupboard 

tipping over 

- Children are not allowed to climb on any furniture 
- Children are not allowed to pull or lean on doors as this could cause the cupboard 

to tip 
- Children are reminded of this as a group when necessary 
- Staff are to report any damage to cupboards that could cause them to tip 

Moderate Unlikely Medium 

Shelves falling out and causing 

injury 

- Cupboards are to  be kept tidy to ensure that they are not overstocked, causing 
them to break, tip or collapse 

- Staff are to report any damage to cupboards that could cause shelves to fall out 

Moderate Unlikely Medium 

Chair stacks Falling stacks causing injury or 

children falling off stacks 

- Chairs should be stacked and placed in an area that is not accessible by children 
- Chair stacks should not block any walkways or emergency exits 
- Children are not allowed to sit on chair stacks 
- Children are regularly reminded not to touch chair stacks 

Major Unlikely Medium 

 



Activity/Event/Area: J/ F/G/K Block Toilets 

Date Reviewed: 2/07/2019 

To be reviewed: As needed OR 2/07/2020 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 
- All areas in use are safety checked before the session 
- If an area is deemed unsafe, the service will not use and the school will be notified 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Cleaning 

products and 

chemicals 

Poisoning - Chemicals are stored in a locked cupboard 
- Children are not allowed in the kitchen unless participating in a supervised activity 
- Gloves are provided for cleaning 
- Cleaning products are clearly labelled 
- MSDS documents are stored with chemicals 

Major Unlikely Medium 

Contact with skin causing 

irritation 

Moderate Unlikely Medium 

Members of the 

public 

Sexual or Physical Abuse - Members of public are not allowed to use the toilets of the service, staff will direct 
them to another toilet on school grounds or ask them to leave the school 
premises 

- If a parent of a child at the service needs to use the bathroom they are to use the 
disabled toilet rather than the children’s toilet 

Moderate – 

Critical 

Rare Low – 

Medium 

Staff members Sexual or Physical Abuse - All staff must hold a Working with Children Blue Card 
- Staff are to attend a training session within first year of employment regarding 

Child Harm and Abuse, see Policy 2.7 Reporting Child Harm & Abuse 
- Staff are required to notify Coordinator in writing if they are charged with or 

convicted of an offence 
- Staff must follow Standards of Behaviour when Interacting with Children (see 

Policy 2.7). These standards and a code of conduct are included as part of the 
initial training before working with the children 

- A minimum of two staff members will be on premises during service operating 
hours 

Moderate – 

Critical 

Rare Low – 

Medium 



- Staff are not to touch children inappropriately. All physical contact should be kept 
to a minimum 

- Staff are not to assist children in toilets unless in a situation where it would be 
deemed negligible or a breach of duty of care not to provide assistance. If a staff 
member is providing assistance, the coordinator or responsible person must be 
informed and a second staff member must be present 

- Signs of abuse in children are displayed in the staff area and included as part of 
the initial training upon employment 

- If management suspect staff is guilty of abuse towards the children their 
employment will be terminated and the staff member will be reported to police 

Privacy Other children, staff and parents 

being able to see in the toilets 

- Children are reminded to close cubicle doors when using the toilets 
- Children are encouraged to use a cubicle when changing 

Insignificant 

– Moderate 

Unlikely Low - 

Medium 

Staff Privacy - Staff are to use the disabled toilet when children are attending the service and 
staff are informed of this during induction 

- If a staff member needs to use the bathroom and the disabled bathroom is 
unavailable, they must inform another staff member, who will stand at the 
entrance and stop children from entering until staff have come out of bathroom 

Moderate Rare Low 

Hygiene Faecal matter, health hazard - Staff are to check toilets prior to children starting ASC Moderate Unlikely Medium 

 

 



Activity/Event/Area: F/G/K Block Veranda Areas 

Date Reviewed: 2/07/2019 

To be reviewed: As needed OR 2/07/2020 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 
- All areas in use are safety checked before the session 
- If an area is deemed unsafe, the service will not use and the school will be notified 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Height Falling from veranda - Children are supervised at all times 
- Children are not allowed to climb on railings of veranda areas 
- Railings for all verandas in area are approximately 150cm high 
- Chairs, tables or other objects will be kept away from railings 
- Children are not allowed to stand on any chairs or objects along the veranda and 

area regularly reminded of this 

Critical Rare Medium 

Weather Slip hazard caused by rain - If there is water on the ground from the tap a “Wet Floor Sign” is placed in the 
area immediately and the water is mopped up if possible 

- Children are not allowed to play on veranda if rain blowing on to the area, causing 
a constant slip hazard 

Minor Possible Medium 

Metal Rails on 

ramp and stairs 

Injury caused by falling off rails - Children are not allowed to climb on rails 
- Children are regularly reminded not to climb on rails 

Moderate Unlikely Medium 

Injury caused from running into 

rails 

- Children are regularly reminded not to run in the area, minimalizing any injury 
that may occur 

Minor Possible Medium 

Trip hazards Tripping on toys, furniture, rugs 

etc 

- Area is to be kept tidy 
- During vacation care staff will be rostered to tidy areas and regular times of the 

day 
- Pathways to be kept free of clutter 

Minor Possible Medium 

Evacuation 

pathways  

Pathway for staff and children to 

walk during evacuation are 

blocked by furniture, toys etc 

- Pathways are to be kept free of clutter at all times 
- Children are not allowed to play or sit in pathways 
- Children are regularly reminded to keep pathways clear 
- Checking pathways is part of the morning and afternoon safety checklist 

Critical Rare Medium 



Supervision Children cannot be seen when 

they go to the bubblers or 

talking. If they come to harm in 

this area staff may not be aware 

- A staff member will escort children to and from the toilets and bubblers 
- Headcounts are done regularly throughout all sessions to ensure the safety and 

whereabouts of all children 
- Staff use walkie-talkies to communicate whereabouts and movement of children 

Moderate Unlikely Medium 

Bag Racks Injury caused by falling off bag 

racks 

- Children are regularly reminded that they are not allowed to climb on, sit on/in 
bag racks 

Minor Unlikely Low 

School Bags and 

personal 

property 

Trip hazard - School bags are kept inside the bag racks, rather than on the floor 
- Children are regularly reminded to put their bags in the racks 
- If there are any bags on the floor, staff with pick them up and place them on the 

racks 

Minor Possible Medium 

Leaking drink bottles causing slip 

hazard 

- If there is water on the ground from the tap a “Wet Floor Sign” is placed in the 
area immediately and the water is mopped up 

- Source of water is found and fixed 
- If there is an issue to be fixed, management will report to school 

Minor Possible Medium 

Windows Smashed window, broken glass 

causing injury 

- Any breakable glass windows are covered by a metal guard 
- Any exposed glass windows are high quality and resistant to breaking 
- If any windows are broken, glass is cleaned immediately, reported to coordinator 

and school and area is marked off so that children cannot go near the broken 
window 

Moderate Unlikely Medium 

Concrete poles Injury caused by running into - Children are not to run in the area 
- Children are regularly reminded not to run in area 
- Children are supervised at all times 

Minor Unlikely Low 

 



 

Activity/Event/Area: Science Lab 

Date Reviewed: 2/07/2019 

To be reviewed: As needed OR 2/07/2020 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 
- All areas in use are safety checked before the session 
- If an area is deemed unsafe, the service will not use and the school will be notified 
- Children are informed of the rules of using this room before entering and reminded throughout the session 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Security Break and enter, theft, 

vandalism 

- OSHC areas are locked when not in use 
- Parts of school contain security alarms, linked to police 
- School is to be used by authorised persons only 

Insignificant 

– Moderate 

Possible Low – High 

 Children absconding - Ratios of 1:15 on premises are kept at all time 
- Regular headcounts are conducted and compared to roll, if numbers do not match 

a roll call will be conducted 
- If a child is missing from the service the staff will follow the “Child Missing From 

Service” procedure 

Moderate – 

Critical 

Unlikely Medium – 

High 

Manual 

Handling 

Injury caused by lifting heavy 

equipment 

- Manual handling posters are displayed around service where heavy/awkward 
equipment is stored 

- Heavy or awkward items are stored on lower shelves 
- If staff feel that they are at risk they are not forced to lift, move or carry heavy or 

awkward items 
- Staff are asked to disclose any health or medical conditions to ensure that they 

are not required to do a task that will put them at risk 
- Ladder available if necessary 
- Trolley available if necessary 

Minor – 

Major 

Unlikely – 

Possible 

Low – High 

Electricity Electric shock, fire - Leads, cables and cords are checked for damage, if they are damaged they will not 
be used and will be disposed of appropriately 

- All electrical equipment is tested and tagged yearly 
- Any defective electrical equipment is removed from use and disposed of 

Moderate – 

Critical 

Unlikely Medium – 

High 



appropriately 
- Defective power outlets are reported to school, who will arrange to be fixed by a 

qualified person 
- A product will be removed from the service if an Australian Product Safety Recall 

for that item is announced 
- In the case of an electrical emergency, staff and children will follow the 

Emergency Evacuation Procedures 
- Staff will not carry out any electrical work unless qualified 

Doors Fingers or body parts caught 

between door and doorway 

- Children are discouraged from standing in doorways when they are being opened 
or closed 

- Staff ensure that no children are in danger when doors are being opened and 
closed 

- Doors are propped open with doors stops or hooks to ensure that they do not 
close in wind 

Minor Possible Medium 

Trip hazards Tripping on toys, furniture, rugs 

etc 

- Area is to be kept tidy 
- During vacation care staff will be rostered to clean room and regular times of the 

day 
- Pathways to be kept free of clutter 

Minor Possible Medium 

Evacuation 

pathways  

Pathway for staff and children to 

walk during evacuation are 

blocked by furniture, toys etc 

- Pathways are to be kept free of clutter at all times 
- Children are not allowed to play or sit in pathways 
- Children are regularly reminded to keep pathways clear 
- During vacation care staff will be rostered to clean room at regular times of the 

day 
- Checking pathways is part of the morning and afternoon safety checklist 

Critical Unlikely High 

Windows Smashed window, broken glass 

causing injury 

- Any breakable glass windows are covered by a metal guard 
- Any exposed glass windows are high quality and resistant to breaking 
- If any windows are broken, glass is cleaned immediately, reported to coordinator 

and school and area is marked off so that children cannot go near the broken 
window 

Moderate Unlikely Medium 

Finger or body parts caught in 

window 

- Children are reminded not to touch the windows 
- Children are not allowed to open and close windows 
- Handles require a relative amount of strength to open and would be difficult for 

children to open and close 
- Handles to open window are relatively high and difficult for children to reach 
- Automatic windows are in ceiling and children to not have access 

Minor Possible Medium 

Falling out of window - Fixed tables along the wall of the windows, children are not allowed to climb on 
tables 

- Windows will only be opened if necessary 
- Children are regularly reminded not to play around or touch windows 
- Windows are locked when not opened 

Critical Rare Medium 



- Handles to open window are relatively high and difficult for children to reach 

Sinks Slip hazard - All spills are cleaned up immediately 
- A wet floor sign is placed in the area as soon as the spill occurs 

Moderate Possible High 

Waste Biological contamination and 

attracting vermin 

- Staff are rostered to empty bins twice daily 
- Bin liners are used 
- Gloves are provided for staff to use and they are encouraged to do so 
- Bins are washed with water and sanitiser daily 
- Service is treated for vermin annually 
- Compost bins are either emptied or stored in airtight container in the fridge 

overnight 

Minor Unlikely Low 

Cleaning 

products and 

chemicals 

Poisoning - Chemicals are stored in a locked cupboard 
- Children are not allowed in the kitchen unless participating in a supervised activity 
- Gloves are provided for cleaning 
- Cleaning products are clearly labelled 
- MSDS documents are stored with chemicals 

Major Unlikely Medium 

Contact with skin causing 

irritation 

Moderate Unlikely Medium 

Tables Injury from walking into table - Children are not allowed to run in room to minimise injury if they walk into table 
and are regularly reminded of this 

Minor Possible Medium 

Children falling off tables - Children are not allowed to sit on table top 
- Children are not allowed to stand on table or seats 
- Children are reminded of this in a group when necessary 
- Children are regularly encouraged to sit appropriately by staff 

Moderate Rare Low 

Tables wheeled into person 

causing injury 

- Children are not allowed to move tables 
- Staff ensure that other people are not in their path when moving tables 
- Staff ensure that they are in control of the tables when moving by moving slowly 

and holding table at all times 

Minor Possible Medium 

Cupboards/ 

bookshelves 

Injury caused by cupboard 

tipping over 

- Children are not allowed to climb on any furniture 
- Children are not allowed to pull or lean on doors as this could cause the cupboard 

to tip 
- Children are reminded of this as a group when necessary 
- Staff are to report any damage to cupboards that could cause them to tip 

Moderate Unlikely Medium 

Shelves falling out and causing 

injury 

- Cupboards are to  be kept tidy to ensure that they are not overstocked, causing 
them to break, tip or collapse 

- Staff are to report any damage to cupboards that could cause shelves to fall out 

Moderate Unlikely Medium 

Access to lab 

equipment 

Injury - Lab equipment not used by OSHC children 
- Before entering the room, children will be reminded not to touch the equipment 
- Dangerous equipment is locked away by school teachers when not in use 

Minor Unlikely Low 

High stools Injury caused by falling from 

chair 

- Only senior children will be allowed to use high stools 
- Children are regularly reminded about safety when using high stools 
- Children are supervised in the room at all times 

Major Unlikely Medium 



Ovens Burns - Before using the room, staff will ensure that ovens are off 
- Ovens will not be used by OSHC staff or children 
- Children are reminded not to touch the ovens 
- Children will be supervised at all times 

Major Rare Low 

 

 

  



Risk Assessment and Management 
 

Activity/Event/Area: OSHC Classrooms (D Block)  

Date: 09/09/2020 

Date to be reviewed: 09/09/2021 OR As needed  

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Kitchen Utensils, 

knives, glass 

plates etc  

Injury caused by equipment - Children are supervised when in the kitchen area 
- Children are not allowed in the kitchen area without a staff member 
- Children are regularly reminded not to open any cupboards 
- Area is checked before each session to ensure safety, any items that are deemed 

as unsafe are moved to a cupboard or placed out of reach 
- Children are regularly reminded not to go into the kitchen area without a staff 

member 

Major Unlikely High 

Chair stacks Falling stacks causing injury or 

children falling off stacks 

- If Chairs are stacked it will not block any walkways or emergency exits 
- Children are not allowed to sit on stacked chairs.  
- Children are regularly reminded not to touch chair stacks 

Major Unlikely Medium 

Tables Injury from walking into table - Children are not allowed to run in classrooms to minimalise injury if they walk into 
table and are regularly reminded of this 

Minor Possible Medium 

Children falling off tables - Children are not allowed to sit on table tops 
- Children are not allowed to stand on tables or seats 
- Children are reminded of this in a group when necessary 
- Children are regularly encouraged to sit appropriately by staff 
- Children are regularly reminded to use furniture for its proper use.  

Moderate Rare Low 

Water  Slip hazard - All spills are cleaned up immediately 
- A wet floor sign is placed in the area as soon as the spill occurs 
- Each classroom will have access to wet floor signs  

Moderate Possible High 

Windows Smashed window, broken glass - Any breakable glass windows are covered by a metal guard 
- Any exposed glass windows are high quality and resistant to breaking 

Moderate Unlikely Medium 



causing injury - If any windows are broken, glass is cleaned immediately, reported to coordinator 
and school and area is marked off so that children cannot go near the broken 
window 

Finger or body parts caught 

between louvres of window 

- Children are reminded not to touch the windows 
- Children are not allowed to open and close windows 
- Handles to open windows are high enough that young children cannot reach 
- Handles require a relative amount of strength to open and would be difficult for 

children to open and close 
- Automatic windows are in ceiling and children to not have access 

Minor Possible Medium 

Doors Fingers or body parts caught 

between door and doorway 

- Children are discouraged from standing in doorways when they are being opened 
or closed 

- Staff ensure that no children are in danger when doors are being opened and 
closed 

- Doors are propped open with doors stops or hooks to ensure that they do not 
close in wind 

Minor Possible Medium 

Evacuation 

pathways  

Pathway for staff and children to 

walk during evacuation are 

blocked by furniture, toys etc 

- Pathways are to be kept free of clutter at all times 
- Children are not allowed to play or sit in pathways 
- Children are regularly reminded to keep pathways clear 
- During vacation care staff will be rostered to clean multipurpose room and regular 

times of the day 
- Checking pathways is part of the morning and afternoon safety checklist 

Critical Unlikely High 

Trip hazards Tripping on toys, furniture, rugs 

etc 

- Multipurpose room is to be kept tidy 
- During vacation care staff will be rostered to clean multipurpose room and regular 

times of the day 
- Pathways to be kept free of clutter 

Minor Possible Medium 

Electrical plugs Electrocution 

 

 

- Electrical safety plugs will be purchased and install to stop children putting fingers 
and items into the electrical plugs 

- Staff will check plugs are in place before each session 
- Children will be regularly reminded to not touch electrical plugs 

Critical Unlikely High 

Sinks  Hot water burn, spillage, waste.  - Children will not enter kitchen or use sinks without a present staff member.  
- Staff members will assist children with washing their hands at sinks.  
- Prep & Grade1/2 classrooms will have a step for children to reach the sink if they 

are unable to.  
- Children in Prep, Grade 1 & 2 will wash hands for A/Tea in J-Block bathrooms.  
- Grades 3-6 will wash hands in their classrooms as their sinks do not have hot 

water access.  
- Children may wash hands in sink throughout craft activities. This will be highly 

monitored by OSHC staff.  

Major Unlikely Medium 



- Any spills will be immediately cleaned up and a wet floor sign will be placed down 
to alert children and staff.  

Storage Rooms  Children entering into cupboards 

& manual handling for staff.   

- Storage cupboards are for staff only.  
- Children will be reminded that they are not to enter the cupboards.  
- Staff will ensure that children’s resources are out on the floor ready for use. If 

more items are required staff will obtain them from the storage rooms.  
- Staff will use a step ladder to get to higher shelving.  
- Staff will ensure that only light boxes are high on shelves. All heavy equipment are 

to be stored on bottom two shelves.  
- Manual handling signs will be placed on cupboard doors and in cupboards.  

Moderate Unlikely Medium 

 

 

  



Risk Assessment and Management 
 

Activity/Event/Area: Oval 

Date Reviewed: 14/04/2020 

Date to be Reviewed: As needed OR 14/04/2021 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

 

Identified 

Hazards 

Assessed Risks Control Methods, Action and Implementation  Risk with Control Methods in Place 

Consequence Likelihood Risk 

Weather Sunburn - Children must wear hats when in the sun 
- Service staff will provide children with sunscreen on arrival into the service each 

afternoon.  
- Children will apply sunscreen, ideally at least 15 minutes before playing in the sun 
- The educator who is supervising the children on the oval will take note of the 

length of time that children have stayed in the sun 
- Sun exposure is limited in summer between 11am and 3pm. If there isn’t shaded 

area on the oval, staff will try and move activities under the sports sheds.  

Moderate Unlikely Medium 

Heat stroke, heat exhaustion - Children must wear hat and sunscreen at all times 
- Children are regularly reminded to drink water 
- Water bubblers are always available 
- Children are always free to have time to rest in shaded areas 
- On hot days, staff will stop outdoor activities regularly for children to have a drink 

of water 
- Children are reminded to fill their water bottles when necessary 
- Sun exposure is limited in summer between 11am and 3pm. If there isn’t shaded 

area on the oval, staff will try and move activities under the sports sheds. 

Moderate Unlikely Medium 

Water/rain causing slip hazards - No outdoor (oval) activities will be done on if water hazards are present Minor Possible Medium 

Storms - If there is a storm, or if a storm is coming, all activities will be moved indoors Minor Possible Medium 

Grass Long grass can cause a trip - Oval area will be checked twice daily before children are taken to oval for 
activities 

Minor Unlikely Low 



hazard - Groundsman is responsible for maintenance, if there are any issues or concerns 
OSHC will contact school and oval area will not be used 

Dangerous or 

foreign objects 

Trip hazards, injury from 

stepping on glass, nails, tools etc 

- Oval area is checked by staff morning and afternoon before used by children 
- Any dangerous objects are cleaned away as best as possible and reported to 

Coordinator 
- If necessary, Coordinator will report unsafe objects to school 
- If the area is still unsafe activities will be planned elsewhere 

Moderate Possible High 

Cars Children or staff are hit by 

construction worker car on oval 

- Construction workers are aware that they cannot park on oval during OSHC 
service times unless the area is fenced and children cannot access 

- See General WHS Risk Assessment 

Critical Unlikely High 

Sports 

Equipment 

Trip hazard - Staff will keep sports equipment in an orderly fashion, away from play area, ie: 
outside of the coned play area 

- If sports equipment used in game may cause a trip hazard, staff must remind 
children to be wary 

Minor Possible Medium 

Supervision Children spread over a large area 

are difficult to adequately 

supervise 

- Play areas will be marked with cones 
- Staff will remind children each session to stay inside the coned area 
- Walkie Talkies are used to communicate between staff 
- See Supervision Risk Assessment 

Moderate Unlikely Medium 

Strangers Abduction, unacceptable or 

unsafe behaviour towards 

children 

- A staff member will ask all people to leave the oval at 3.30pm 
- Between 7-9am and 3.30-6.00pm any strangers will be asked to leave the school 

grounds immediately, if they do not comply the West End Police will be contacted 
- If children are in danger, service will go into lockdown, lockdowns are practiced 

once per term minimum  
- Staff are aware of individuals that pose a risk to children in the service, including 

family members with custody orders 
- Walkie Talkies are used to communicate between staff 

Critical Unlikely High 

Insect bites Injury caused by insect bite - First Aid is available to treat bite Minor Possible Medium 

Anaphylaxis - Epipens are stored on OSHC premises for any children allergic to insect bites 
- Staff wear lanyards with photos, names and details of all allergies 
- See Medical Risk Assessment 

Critical Unlikely High 

 

 

 



Risk Assessment and Management 
 

Activity/Event/Area: Senior, Junior and Prep Playgrounds 

Date Reviewed: 09/04/2020 

Date to be Reviewed: As needed OR 09/04/2021 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Weather Sunburn - Children must wear hats when in the sun 
- Children are given sunscreen on arrival into after school care.  
- The educator who is supervising the children on the oval will take note of the 

length of time that children have stayed in the sun 
- Sun exposure is limited in summer between 11am and 3pm. If there isn’t shaded 

area on the oval, staff will try and move activities under the sports sheds. 

Moderate Unlikely Medium 

Heat stroke, heat exhaustion - Children must wear hat and sunscreen at all times 
- Children are regularly reminded to drink water 
- Water bubblers are always available 
- Children are always free to have time to rest in shaded areas 
- On hot days, staff will stop outdoor activities regularly for children to have a drink 

of water 
- Children are reminded to fill their water bottles when necessary 
- Sun exposure is limited in summer between 11am and 3pm. If there isn’t shaded 

area on the oval, staff will try and move activities under the sports sheds. 

Moderate Unlikely Medium 

Water/rain causing slip hazards - No outdoor activities will be done on rainy days or if water hazards are present Minor Possible Medium 

Storms - If there is a storm, or if a storm is coming, all activities will be moved indoors Minor Possible Medium 

Dangerous or 

foreign objects 

Trip hazards, injury from 

stepping on glass, nails, tools etc 

- Oval area is checked by staff morning and afternoon before used by children, staff 
are to sign off on the safety checklist sheet. Any concerns are to be reported to 
Management staff or supervisors on the floor immediately.  

- Any dangerous objects are cleaned away as best as possible and reported to 

Moderate Possible High 



Coordinator 
- If necessary, Assistant Co-ordinators or Coordinator will report unsafe objects to 

school 
- If the area is still unsafe activities will be planned elsewhere 
- Bark under playground is raked and will be checked for dangerous or foreign 

objects. 
- If children are using new nature playground, bark is to be raked here too.  

Supervision Children must be supervised at 

all times to ensure their safety 

- Walkie Talkies are used to communicate between staff 
- See Supervision Risk Assessment 
- Senior/Middle playground to have a maximum of 40 children  
- Junior Playground to have a maximum of 30 children  
- Prep playground to have a maximum of 20 children.  

Moderate Unlikely Medium 

Strangers Abduction, unacceptable or 

unsafe behaviour towards 

children 

- A staff member will ask all people to leave the oval at 3.30pm 
- Between 7-9am and 3.30-6.00pm any strangers will be asked to leave the school 

grounds immediately, if they do not comply the West End Police will be contacted 
- If children are in danger, service will go into lockdown, lockdowns are practiced 

once per term minimum  
- Staff are aware of individuals that pose a risk to children in the service, including 

family members with custody orders 
- Walkie Talkies are used to communicate between staff 

Critical Unlikely High 

Playground 

equipment 

Broken or faulty equipment 

causing injury 

- All playgrounds are checked as part of the Daily Safety Checklist before children 
are allowed on the playgrounds 

- If there is any broken or faulty equipment, this will be recorded on the Safety 
Checklist, reported to supervising staff member or assistant co-ordinators this will 
then be communicated to the school. If necessary, area will be marked as out of 
bounds and children will be informed not to use or play in area. If necessary, 
playground will be closed until fixed 

Moderate Rare Low 

Injury caused by falling from 

playground 

- Junior Playground monkey bars are not to be used as it is too high 
- Staff are regularly reminded that Junior Playground monkey bars are not to be 

used 
- Children are regularly reminded that Junior Playground monkey bars are not to be 

used 
- Bark is raked to 25cm high under the Senior Playground in all fall areas 
- If bark is low this will be recorded on Daily Safety Checklist, reported to senior 

staff and school 
- If necessary, Senior Playground will be closed if level of bark is deemed unsafe 
- Soft fall is inspected during the Daily Safety Checklist 
- If children are behaving unsafely, staff will stop them and if the behaviour 

continues they will be removed from the playground, an incident report will be 
written and parents informed 

Critical Possible High 



Risk Assessment and Management 
 

Activity/Event/Area: Sports Activities and Equipment 

Date reviewed: 05/05/2020 

To be reviewed: 05/05/2021 OR As needed  

For general information about oval and hall risk please see the HALL and OVAL Risk Assessments. 

 

During sporting activities the following control methods, actions and implementations will be followed: 

- Children are spoken to before any sport activities about safe play and spatial awareness specific to the sport activity 
- Rules regarding safe play are enforced by staff and children 
- Children are spoken to again about rules and safe play if necessary 
- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Children are supervised with a ratio of 1:15 
- Staff are required to report any potential hazards to management staff who will act accordingly 
- Staff are to create rules that match the age and ability of children 
- If a staff member feels that the activity is becoming unsafe they are to stop the activity immediately, reinforce rules or end activity 
 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Physical Contact  

 

Physical Contact between 

students  

- Students are spoken to about rules of game and rules regarding physical contact 
in sports before starting 

- Children are to be re-directed to another activity if purposeful physical contact 
occurs in ANY sport.  

Insignificant 

– Major 

Possible Low – High 

Oval  Uneven Surfaces (Tripping 

Hazard)  

Vehicles on oval  

- Staff will try and find the most even surfaces on the oval for games to be played 
on.  

- If surfaces are too uneven for programmed activity and will cause injury, activity 
will be changed.  

- If there is a vehicle on the oval staff are to check with vehicle owner when the 
vehicle will be moved. If vehicle is not moving children are able to play on oval (as 
far away as possible). When/if vehicle is to move staff will be informed prior and 
children’s game will be stopped and children moved off the oval.  

Insignificant 

– Major 

Possible Low – High 

Equipment Trip hazards - Equipment is stored in sheds when not in use 
- Staff will keep sports equipment in an orderly fashion, away from play area, ie: 

outside of the coned play area 
- If sports equipment used in game may cause a trip hazard, staff must remind 

Insignificant 

– Major 

Possible – 

Unlikely 

Low – High 



children to be wary 

Broken equipment causing injury - As part of the daily safety checklist, a staff member is required to check all 
equipment in use on the day. If any equipment is broken or deemed unsafe they 
are to remove the equipment and inform OSHC management who will arrange for 
the item to be disposed of or fixed 

- If equipment is broken during activity, staff are to stop the children from using the 
equipment and inform management staff who will arrange for the item to be 
disposed of or fixed 

- Any broken equipment is not to be stored with the regular sports equipment OR 
should be labelled accordingly to ensure that it is not used until deemed safe. 

- If a staff member feels that the activity is becoming unsafe they are to stop the 
activity immediately, reinforce rules or end activity 

Insignificant 

– Moderate 

Possible – 

Rare 

Low – High 

Injury caused by incorrect use - Children are spoken to before any sport activities about safe play and spatial 
awareness. 

- Oval Rover will assist staff to ensure children are adequately using equipment. 
- Children are spoken to again about rules and safe play if necessary 
- Equipment will be age, size and ability appropriate 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 
- Staff and children are required to use specialised equipment designed for this 

purpose only 

Insignificant 

– Major 

Possible – 

Unlikely 

Low – High 

Injury caused by ball contact - Type of balls used (soft or hard) is determined by the type of activity. For example, 
soft balls are used in the hall (unless otherwise programmed and evaluated) to 
minimise the risk of injury 

- Children are spoken to before any sport activities about safe play and spatial 
awareness 

- Children are spoken to again about rules and safe play if necessary 

Insignificant 

– Moderate 

Likely – 

Unlikely 

Low – High 

General Sport 

Activities 

Staff have difficulty actively and 

safely supervising children 

- If a sport activity is considered as a higher risk, ratios will be reduced (for example 
1:10) if staff feel that it is necessary 

- If a staff member feels that the activity is becoming unsafe they are to stop the 
activity immediately, reinforce rules or end activity 

Insignificant 

– Major 

Rare – 

Possible 

Low – High 

Injury caused by Body contact - Children are spoken to before any sport activities about safe play and spatial 
awareness 

- Children are spoken to again about rules and safe play if necessary 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 

Insignificant 

– Major 

Possible Low – High 

Children playing too far away 

from staff for adequate 

supervision OR children are 

- On the oval, sport areas are clearly defined by cones before play commences 
- Children are regularly reminded to stay in these areas and the meaning of the 

cones. 
- Staff assess the size of the coned area necessary, keeping in mind the type of 

Insignificant 

– Major 

Unlikely Low – 

Medium 



playing too close together and 

potentially causing injury 

game they are playing, the number of children participating and a distance that 
can ensure adequate supervision 

- If a staff member feels that the activity is becoming unsafe they are to stop the 
activity immediately, reinforce rules or end activity 

Dehydration, exhaustion - Children are given breaks to have a drink or rest during sport activities 
- Outdoor sports in sunny areas are avoided in warmer weather 

Minor – 

Major 

Unlikely – 

Possible 

Low – High 

Weather - Outdoor sport activities in the sun are not planned during hotter parts of the day 
- If weather becomes unfavourable (eg: too hot, rain etc) they are to inform 

Responsible Person for the session and the activity will be changed to suit the 
conditions 

Minor – 

Major 

Unlikely – 

Possible 

Low – High 

Sun safety  - All children who are playing on the oval are to have a hat on their heads.  
- All children are given sunscreen on arrival at the service unless being told 

otherwise by parents. 

   

Obstacle course 

equipment: 

Hurdles, balance 

beams, 

hulahoops, 

foam mats 

Injury caused by Trip hazard - An area is coned off to mark the space that the obstacle course will be 
- Children are shown how to safely use the obstacle course equipment before use 
- Pieces of the obstacle course that are not being used will be placed out of 

walkways 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 

Insignificant 

– Major 

Possible – 

Unlikely 

Low – High 

Injury caused by falling from 

equipment 

- Children are spoken to before any sport activities about safe play and spatial 
awareness 

- Children are spoken to again about rules and safe play if necessary 
- Children are shown how to safely use the obstacle course equipment before use 
- If children are not capable of using the equipment, staff assess the situation and 

either help the child or stop play and remove the piece of equipment 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 
- Staff and children are required to use specialised equipment designed for this 

purpose only 

Insignificant 

– Major 

Possible – 

Unlikely 

Low – High 

Running games Injury caused by Trip hazard - The oval is checked before each session for hazardous objects during the daily 
safety checklist 

- If a staff member notices an unavoidable trip hazard in the play area (eg: concrete 
pipe protruding from the ground) they are to stop play and move the coned area 
to a safer location 

- If a staff member feels that the activity is becoming unsafe they are to stop the 
activity immediately, reinforce rules or end activity 

Insignificant 

– Major 

Possible – 

Unlikely 

Low – High 

Prior Injuries Children exacerbate prior - Parents are encouraged to inform staff if their child has an injury and should not 
be participating in sports 

- If a parent has informed the service of a prior injury, it is noted in the daily 

Moderate – Unlikely Medium – 



injuries communication log and senior staff ensure that the parents suggestions are 
followed 

- If a child injures themselves at the service they will be assessed by a staff member. 
If this staff member believes that the child should not return to a sport activity 
they will be provided with other activities. Regular first aid procedures will also be 
followed. 

Critical High 

Scooterboards Injury caused by Body contact - Scooterboard activities will be separated into three groups (Junior, Middle and 
Senior) to ensure that children are not accidentally injured by children larger then 
themselves 

- Children are spoken to before any sport activities about safe play and spatial 
awareness 

- Children are spoken to again about rules and safe play if necessary 
- Children are shown how to safely use the obstacle course equipment before use 
- Scooterboard games book available for staff, contains information about different 

types of games to play and safety concerns for each game 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 

Insignificant 

– Major 

Possible Low – High 

Scooterboards rolling over 

fingers, feet or body parts 

- Children are regularly reminded not to drag their hands on the floor 
- Children who are not playing on the scooterboards and to sit and wait in a 

designated area 
- Children are regularly reminded of personal space and to avoid other children 

when on the scooterboards 
- Scooterboard games book available for staff, contains information about different 

types of games to play and safety concerns for each game 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 

Minor – 

Major 

Possible – 

Unlikely 

Low – High 

Children falling off 

scooterboards 

- Children are not allowed to stand on scooterboards, they must be sitting, lying or 
kneeling on boards 

- Children are regularly reminded to control their speed 
- Children are not allowed to jump or run and jump on the scooterboards 
- Scooterboard games book available for staff, contains information about different 

types of games to play and safety concerns for each game 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 
- Staff and children are required to use specialised equipment designed for this 

purpose only 

Insignificant 

– Major 

Possible Low - High 

Injury cause by child being hit by 

scooter board 

- Children are not allowed to throw the scooter boards and they are regularly 
reminded of this 

- If a staff member feels that the activity is becoming unsafe they are to stop the 
activity immediately, reinforce rules or end activity 

Minor – 

Major 

Unlikely Low – 

Medium 



Soccer Injury caused by Ball contact, 

body contact 

- Games of soccer will be separated into three groups (Junior, Middle and Senior) to 
ensure that children are not accidentally injured by children larger then 
themselves 

- If a staff member feels that the activity is becoming unsafe they are to stop the 
activity immediately, reinforce rules or end activity 

- After 25 minutes of ongoing activity children will be stopped for a 5 minute break.  
- Only one game of soccer will be played at any given time  

Insignificant 

– Moderate 

Likely – 

Unlikely 

Low – High 

Indoor Hockey Injury caused by Body contact, 

equipment contact 

- Games of hockey will be separated into three groups (Junior, Middle and Senior) 
to ensure that children are not accidentally injured by children larger then 
themselves 

- If a staff member feels that the activity is becoming unsafe they are to stop the 
activity immediately, reinforce rules or end activity 

Insignificant 

– Major 

Possible Low – High 

Equipment hitting window and 

breaking glass 

- Windows are either covered with metal grate/mesh or impact resistant 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 

Moderate Rare Low 

Outdoor Hockey Injury caused by Body contact, 

equipment contact 

- Games of hockey will be separated into three groups (Junior, Middle and Senior) 
to ensure that children are not accidentally injured by children larger then 
themselves 

- If a staff member feels that the activity is becoming unsafe they are to stop the 
activity immediately, reinforce rules or end activity 

- Staff will only allow 10 children to play at one time (5 per side) and will sub 
children in and out regularly.  

Insignificant 

– Major 

Possible Low – High 

Skipping ropes Injury caused by equipment 

contact 

- Children are not allowed to swing skipping ropes in a dangerous fashion, this 
includes games of “helicopter” 

- If a staff member feels that the activity is becoming unsafe they are to stop the 
activity immediately, reinforce rules or end activity 

- Staff and children are required to use specialised equipment designed for this 
purpose only 

Insignificant 

– Major 

Possible Low – High 

Trip hazards - Children should not use skipping ropes to tie up other children 
- Skipping ropes that are not in use are removed and stored safely away from play 

area 

Insignificant 

– Major 

Possible – 

Unlikely 

Low – High 

Music Games Noise levels - Music played through speakers with a noise cut-off limit Minor Rare Low 

Parachute 

Games 

Children caught in parachute, 

causing injury or distress 

- Children are spoken to before any sport activities about safe play and spatial 
awareness specific to the sport activity 

- Rules regarding safe play are enforced by staff and children 
- Children are spoken to again about rules and safe play if necessary 
- Children are not forced under the parachute if they do not feel comfortable 
- Children are not allowed on top of the parachute if there is another person 

Insignificant 

– Major 

Unlikely – 

Possible 

Low – High 



underneath 
- Parachute game book available for staff, containing information about games and 

safety concerns for each game 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 
- Staff and children are required to use specialised equipment designed for this 

purpose only 

Yellow pedal 

roller 

 

Injury caused by falling off - Pedal roller is only used when seen appropriate and if a staff member is available 
to assist at all times 

- Staff member to stand next to children on the pedal roller to hold hand to be 
ready to assist when necessary 

- Path for pedal roller is kept clear and marked with cones 
- Children are spoken to about rules before using the pedal roller 
- Rules are reinforced and children are reminded of rules when necessary 
- Only one child to use pedal roller at a time 
- Children who are not on the pedal roller must not walk in the area designated for 

the step wheel 
- Children are not forced to use the pedal roller if they feel unsafe or uncomfortable 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 
- Staff and children are required to use specialised equipment designed for this 

purpose only 

Insignificant 

– major 

Unlikely – 

Possible 

Low – High 

World Ball 

 

Children falling from ball causing 

injury 

- World ball is only used when seen appropriate and a staff member is available to 
assist at all times 

- Children are spoken to before any sport activities about safe play and spatial 
awareness specific to the sport activity 

- Rules regarding safe play are enforced by staff and children 
- Children are spoken to again about rules and safe play if necessary 
- Children are not forced to participate in world ball activities if they feel unsafe or 

uncomfortable 
- Only one child is to be on the ball at a time 
- Children must stay clear of the world ball when  another child is using 
- Staff member to stand next to the child on the world ball and be ready to assist 

when necessary 
- Children are not allowed to stand on the world ball, they must lie, sit or kneel only 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 

Insignificant 

– Major 

Unlikely – 

Possible 

Low – High 

Foam seesaw Injury caused by falling from 

foam seesaw 

- Staff are to limit the number of children on the seesaw to a maximum of four 
children at one time, or less if the staff member feels that this is necessary for 
safety 

Insignificant 

– Major 

Unlikely – 

Possible 

Low – High 



 

- Children are spoken to before any sport activities about safe play and spatial 
awareness specific to the sport activity 

- Rules regarding safe play are enforced by staff and children 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 

Steppers 

 

Injury caused from falling while 

on steppers 

- Area for use of steppers is cleared to ensure there is no trip hazards 
- When steppers are not in use they are to be stored away from play area 
- Children are not allowed to play any games while on the steppers that could cause 

them to fall, eg: ball games, running/chase games 
- Children are not forced to use steppers if they feel unsafe or uncomfortable 
- Children are spoken to before any sport activities about safe play and spatial 

awareness specific to the sport activity 
- Rules regarding safe play are enforced by staff and children 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 
- Staff and children are required to use specialised equipment designed for this 

purpose only 

Insignificant 

– Major 

Unlikely – 

Possible 

Low – High 

Bikes and 

Scooters in Prep 

Area 

Injury caused by crashing - Children are spoken to before any sport activities about safe play and spatial 
awareness specific to the sport activity 

- Rules regarding safe play are enforced by staff and children 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 
- Staff are to inform the children of a direction of travel to ensure that children are 

not crossing paths, this must also be enforced throughout the activitiy 
- Children are not forced to use the bikes or scooters if they feel uncomfortable or 

unsafe 
- Three wheel bikes are used to ensure stability 
- Bikes and scooters are size and age appropriate 
- A designated area is marked for the bike and scooter use, children who are not 

using the bikes and scooters are to play in a separate area 
- Any bikes or scooters not in use will be stored in an area away from the 

designated play area 
- Staff will take into consideration the children’s abilities before planning a 

bike/scooter activity 

Insignificant 

– Major 

Unlikely – 

Possible 

Low – High 

Injury caused by falling off 

bike/scooter 

- Children are spoken to before any sport activities about safe play and spatial 
awareness specific to the sport activity 

- Rules regarding safe play are enforced by staff and children 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 

Insignificant 

– Major 

Unlikely – 

Possible 

Low – High 



- Three wheel bikes are used to ensure stability 
- Bikes and scooters are size and age appropriate 
- Children are not forced to use the bikes or scooters if they feel uncomfortable or 

unsafe 
- Staff will take into consideration the children’s abilities before planning a 

bike/scooter activity 

Injury caused by body part being 

rolled over 

- Children are spoken to before any sport activities about safe play and spatial 
awareness specific to the sport activity 

- Rules regarding safe play are enforced by staff and children 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 
- Three wheel bikes are used to ensure stability 
- Bikes and scooters are size and age appropriate 
- A designated area is marked for the bike and scooter use, children who are not 

using the bikes and scooters are to play in a separate area 
- Staff will take into consideration the children’s abilities before planning a 

bike/scooter activity 

Insignificant 

– Major 

Unlikely – 

Possible 

Low – High 

3 legged races Trip hazard - Children are matched based on size and ability 
- Designated area is marked and potential trip hazards are removed from area 
- Children are spoken to before any sport activities about safe play and spatial 

awareness specific to the sport activity 
- Rules regarding safe play are enforced by staff and children 
- If a staff member feels that the activity is becoming unsafe they are to stop the 

activity immediately, reinforce rules or end activity 
- Children are not forced to participate if they feel uncomfortable or unsafe 
- Staff and children are required to use specialised equipment designed for this 

purpose only 

Insignificant 

– Major 

Possible – 

Unlikely 

Low – High 

Water Trough Drowning hazard - Water trough should not be fill over ¾ 
- Water play experiences will be closely monitored by staff 
- Children are discouraged from placing their head in the water 
- Rules of water play are explained to children before play and enforced throughout 

the activity 

Critical Rare Medium 

Children getting wet and cold - Staff use professional judgement to decide if weather is too cold for water play 
- Children are discouraged from placing their bodies in the water 
- Rules of water play are explained to children before play and enforced throughout 

the activity 
- Water play experiences will be closely monitored by staff 

Moderate Unlikely Medium 

Water damage to OSHC premises - Water play is conducted outdoors away from areas or equipment that could be 
damaged, especially electrical equipment 

- Rules of water play are explained to children before play and enforced throughout 

Moderate Rare Low 



the activity 
- Water play experiences will be closely monitored by staff 

Slip hazard - Rules of water play are explained to children before play and enforced throughout 
the activity 

- Water is cleaned up when possible 
- Wet floor sign is put in a visible part of the water play area 
- Water play experiences will be closely monitored by staff 
- Water play is conducted in non-slip surfaces (grass or concrete) 

Moderate Rare Low 

Weight of trough when full - Staff are responsible for moving water trough, not children 
- Water trough is not to be moved when full 
- Water trough has wheels 
- Staff do not have to move equipment if they feel that their safety would be at risk 
- Rules of water play are explained to children before play and enforced throughout 

the activity 
- Water play experiences will be closely monitored by staff 

Moderate Unlikely Medium 

Hygiene - Water trough is drained after use and cleaned while necessary 
- Any items used in the water trough are cleaned after use 
- Water play experiences will be closely monitored by staff 

Minor Unlikely Low 

Child becoming unwell after 

drinking from water trough 

- Water play experiences will be closely monitored by staff 
- Rules of water play are explained to children before play and enforced throughout 

the activity 
- Children are discouraged from drinking the water 
- Drinking water available at bubblers 

Moderate Unlikely Medium 

Fingers caught in lid - Lid is removed when in use 
- Water play experiences will be closely monitored by staff 

Minor Unlikely Low 

Tag Games  Physical Contact  - Tag games will be separated into three groups (Junior, Middle and Senior) to 
ensure that children are not accidentally injured by children larger then 
themselves 

-  Children will have runs given to them before the game begins. If rules are broken 
continuously on purpose, the game will be stopped.  

Moderate Unlikely Medium 

Tennis Injury - Games of Tennis will be separated into three groups (Junior, Middle and Senior) to 
ensure that children are not accidentally injured by children larger then 
themselves 

- Children are to be given rules and instructions on the game before beginning.  
- If staff feel the activity Is becoming dangerous it will be stopped immediately.  

Moderate Unlikely Medium 

 

 

 



 

Risk Assessment and Management 
 

Activity/Event/Area: Toilets 

Date Reviewed: 14/04/2020 

Date to be Reviewed: As needed OR 14/04/2021 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma, Anaphylaxis and Mandatory Reporting 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

 

Identified 

Hazards 
Assessed Risks Control Methods, Action and Implementation 

Risk with Control Methods in Place 

Consequence Likelihood Risk 

Cleaning 

products and 

chemicals 

Poisoning - Chemicals are stored in a locked cupboard 
- Children are not allowed in the kitchen unless participating in a supervised activity 
- Gloves are provided for cleaning 
- Cleaning products are clearly labelled 
- MSDS documents are stored in OSHC Office. All staff have access to office at all 

times.  

Major Unlikely Medium 

Contact with skin causing 

irritation 

Moderate Unlikely Medium 

Members of the 

public 

Sexual or Physical Abuse - Members of public are not allowed to use the toilets of the service, staff will direct 
them to another toilet on school grounds or ask them to leave the school 
premises 

- If a parent of a child at the service needs to use the bathroom they are to use the 
disabled toilet rather than the children’s toilet against the multipurpose room. 
Staff will give parent the key or unlock the door for them.  

Moderate – 

Critical 

Rare Low – 

Medium 

Staff members Sexual or Physical Abuse - All staff must hold a Working with Children Blue Card 
- Staff are to attend a training session within first year of employment regarding 

Child Harm and Abuse, see Policy 2.7 Reporting Child Harm & Abuse 
- Staff are required to notify Coordinator in writing if they are charged with or 

convicted of an offence 
- Staff must follow Standards of Behaviour when Interacting with Children (see 

Policy 2.7). These standards and a code of conduct are included as part of the 
initial training before working with the children 

- A minimum of two staff members will be on premises during service operating 

Moderate – 

Critical 

Rare Low – 

Medium 



hours 
- Staff are not to touch children inappropriately. All physical contact should be kept 

to a minimum 
- Staff are not to assist children in toilets unless in a situation where it would be 

deemed negligible or a breach of duty of care not to provide assistance. If a staff 
member is providing assistance, the coordinator or responsible person must be 
informed and a second staff member must be present 

- Signs of abuse in children are displayed in the staff area and included as part of 
the initial training upon employment 

- If management suspect staff is guilty of abuse towards the children their 
employment will be terminated and the staff member will be reported to police 

Privacy Other children, staff and parents 

being able to see in the toilets 

- Children are reminded to close cubicle doors when using the toilets 
- Children are encouraged to use a cubicle when changing 

Insignificant 

– Moderate 

Unlikely Low - 

Medium 

Staff Privacy - Male staff are to use the disabled toilet when children are attending the service 
and staff are informed of this during induction 

- Female staff are allowed to use the female toilets when children are attending the 
service due to there being cubicles. If using the toilets staff need to ensure the 
main bathroom door is open and their individual cubicle door is locked.  

- If a staff member needs to use the bathroom and the disabled bathroom is 
unavailable, they must inform another staff member, who will stand at the 
entrance and stop children from entering until staff have come out of bathroom 

Moderate Rare Low 

Hygiene Faecal matter, health hazard - Toilets are cleaned, sanitised and mopped daily to ensure cleanliness 
- Staff are trained on the requirements and standards of the toilet cleaning 
- Toilets are checked after Before and After School Care and cleaned again if 

necessary 
- Bins are emptied twice daily 
- Staff are given adequate time to complete daily toilet cleaning duties 

Moderate Unlikely Medium 

 

 

 

 



Risk Assessment and Management 
 

Activity/Event/Area: Veranda 

Date Reviewed: 14/04/2020 

Date to be Reviewed: As needed OR 14/04/2021 

To control risks and minimise the extent of injuries the following methods are in place in the service during operational hours: 

- Staff are trained in First Aid, CPR, Asthma and Anaphylaxis 
- Ratios of 1:15 are maintained on premises during service operational hours 
- A minimum of two staff members are present during service operational hours 

 

Identified 

Hazards 

Assessed Risks Control Methods, Action and Implementation  Risk with Control Methods in Place 

Consequence Likelihood Risk 

Weather Slip hazard caused by rain - If there is water on the ground from the tap a “Wet Floor Sign” is placed in the 
area immediately and the water is mopped up if possible 

- Children are not allowed to play on veranda if rain blowing on to the area, causing 
a constant slip hazard 

Minor Possible Medium 

Metal Rails on 

ramp and stairs 

Injury caused by falling off rails - Children are not allowed to climb on rails 
- Children are regularly reminded not to climb on rails 

Moderate Unlikely Medium 

Injury caused from running into 

rails 

- Children are regularly reminded not to run in the area, minimalizing any injury 
that may occur 

- No equipment will be put up against railings  

Minor Possible Medium 

Wooden doors Fingers or body parts caught 

between door and doorway 

- Children are discouraged from standing in doorways when they are being opened 
or closed 

- Staff ensure that no children are in danger when doors are being opened and 
closed 

- Doors are propped open with doors stops or hooks to ensure that they do not 
close in wind  

Minor Possible Medium 

Trip hazards Tripping on toys, furniture, rugs 

etc 

- Multipurpose room is to be kept tidy 
- During vacation care staff will be rostered to clean multipurpose room and regular 

times of the day 
- Pathways to be kept free of clutter 
- Most tables are to be removed from Multi-Purpose room and placed in the hall 

during ASC and Vacation Care.  

Minor Possible Medium 



Evacuation 

pathways  

Pathway for staff and children to 

walk during evacuation are 

blocked by furniture, toys etc 

- Pathways are to be kept free of clutter at all times 
- Children are not allowed to play or sit in pathways 
- Children are regularly reminded to keep pathways clear 
- During vacation care staff will be rostered to clean multipurpose room and regular 

times of the day 
- Checking pathways is part of the morning and afternoon safety checklist 

Critical Unlikely High 

Electrical cords 

and hoses 

Trip hazard - Staff will tape down any electrical cords or cover with a mat 
- Electrical cords will be taped down in low traffic areas where possible 

Minor Possible Medium 

Supervision Children cannot be seen when 

they go to the bubblers or 

walking down the ramp. If they 

come to harm in this area staff 

may not be aware 

- A staff member will regularly check this area 
- Bright tape will be stuck to the ground to mark the area that children must stay 

inside 
- Children are regularly reminded to ask staff before moving areas or going to the 

bubbler 
- Headcounts are done regularly throughout all sessions to ensure the safety and 

whereabouts of all children 
- Staff use walkie-talkies to communicate whereabouts and movement of children 

Moderate Possible High 

Height Falling from veranda, causing 

injury 

- Railing is at a suitable height 
- Children are not allowed to sit/climb/stand on bag racks and are regularly 

reminded of this 
- Children are not allowed to stand on any chairs or objects along the veranda and 

area regularly reminded of this 
- Children are regularly reminded not to stand or kneel on benches. Children are to 

be sitting on their bottoms.  

Major Rare Low 

Bag Racks Injury caused by falling off bag 

racks 

- Children are regularly reminded that they are not allowed to climb on, sit on/in 
bag racks 

Minor Unlikely Low 

School Bags and 

personal 

property 

Trip hazard - School bags are kept inside the bag racks, rather than on the floor 
- Children are regularly reminded to put their bags in the racks 
- If there are any bags on the floor, staff with pick them up and place them on the 

racks 

Minor Possible Medium 

Leaking drink bottles causing slip 

hazard 

- If there is water on the ground from the tap a “Wet Floor Sign” is placed in the 
area immediately and the water is mopped up 

- Source of water is found and fixed 
- If there is an issue to be fixed, management will report to school 

Minor Possible Medium 

Water tap Injury caused by running into tap - Children are reminded not to run on veranda, minimalizing any injury that may 
occur 

- Tap is in the “out of bounds area” where children do not play 

Minor Possible Medium 



Slip hazard from dripping tap - If there is water on the ground from the tap a “Wet Floor Sign” is placed in the 
area immediately and the water is mopped up 

- If the tap is leaking or damaged staff will inform the coordinator who will then 
inform the school for repairs 

Minor Possible Medium 

Garden and 

plants 

Hanging baskets or vertical 

gardens falling and causing injury 

- All garden equipment that could potentially fall is attached to the veranda railing 
with zip ties 

- Any damage is reported to the coordinator immediately and if necessary the area 
is marked of and out of bounds to children 

Minor Rare Low 

Poisoning from plants - Children are reminded not to eat plants 
- Before choosing plants for garden, staff will check the list of toxic/poisonous 

plants to ensure safety of children 

Moderate Unlikely Medium 

 

 


