Conducting a Activity Safety Analysis (Risk Assessment) and Developing Standard Procedures

What is an Activity Safety Analysis & what are Standard Operating Procedures?

All groups face some level of risk and you have a legal duty to weigh up the risks and try to reduce any harm that could be caused.

An activity safety analysis (ASA), or risk assessment is a way of looking at our group’s activities to ensure that we are being careful to cut down risks. This makes things safer for our group, and also the people who participate in our activities.

We can look at all areas of risk, for example:

· Financial: is our money safe?

· The way the organisation is governed: do we have rules or policies which keep the group safe?

· Operational: are our projects and activities run in a safe way?

· Reputation: are we behaving in a responsible and sensible way?

This guide explains how to identify risks and put things in place to keep risks low

Once we have identified risk you can then develop Standard Operating Procedures (SOP's).  SOP's take in the ASA and develops a standard way of running our organisation or activity.  

Definitions

What is a hazard?

A hazard is anything that can cause harm: it could be an obstacle, electricity, equipment, or chemicals; it could be a person behaving in a dangerous way.

What is ‘risk’?

The risk is the chance that someone will be harmed by a hazard.

An 'Activity Safety Analysis' or ‘Risk Assessment’ is the process of looking at the hazard and the risk, then deciding what to do to minimise the danger.

The important thing we have to do is consider a) whether the hazard is significant and b) whether we have taken enough steps to reduce the harm that could be done.

The ASA Form

The Activity Safety Analysis form has a number of sections to it.  We will address each section to assist you in writing a good assessment.

[image: image1.png]Program/Activity Name:

Date Developed: 05/08/2009

Program/Activity Aim:

Written by: Review Date:
Preferred Venue:
Pages: ‘Approved by:

Emergency Contact Numbers

Emergency : 000
Police Attendance: 131444

Camp Director: [insert number here]

Cowes Medical Centre: 164 Thompson Ave, Cowes. 5952 2072

Key Leader: [insert number here]

Mandatory Requirements

Minimum Leader Ratio: 1:8
First Aid Kit & Qualified First Aider





1. Program/Activity Name: The name or title to your activity (i.e. Dodge Ball, Marshmallows at the campfire, Spy Night Wide Game, Geocaching, etc)

2. Date Developed: Self explanatory.  The date you wrote this ASA

3. Program/Activity Aim: An activity safety analysis will be unique to the group or activity. You should take ownership of it by stating the name and purpose or function of your activity.  This will also help you focus on the types of risks you may come across.

4. Written By: Who wrote the ASA

5. Review Date: The date you will review this Safety Analysis.  Should be at the very least 1 year from the development date OR the next time the activity is run.

6. Preferred Venue: This is specific to the activity you run.  You might have an ASA for an activity like indoor rock-climbing which you might be able to choose a couple of different venues.  You would list the preferred venue.  If it is an in-house event (like dodge ball), you might write up the preferred venue as the room name. When you change the venue you should do a separate ASA or update your current one.

7. Pages: No of pages in this ASA

8. Approved By: Typically the OH&S coordinator OR Pastor

9. Emergency Contact Details: As this document will become, in effect, the run sheet for an activity, you should list all the key numbers for the person in charge to have on hand. (Police, Nearest Hospital, Youth Pastor, Senior Pastor, etc). These should be the people that you will need to contact should something go wrong.

10. Mandatory Requirements: What are the things you CANNOT compromise on to run this activity?  
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Sequence of Basic Program/Activity Tasks: What is the timeline for your activity?  (Preparation, Setup, Announcements & Explanations, Running Order). Include details of how you would setup the activity and when.
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12. Potential Accidents or Hazards: This area is to identify the potential areas of risk.  There are a number of things to take into account and consider as you fill out this section of the form. 
Organisational Risk
People often think a 'Risk Assessment' has to do with ‘physical risk’. However it is also important to look at ‘organisational risk’ within a group and the projects that the group is running or planning.  For this you should look at each aspect of your organisation (or the project(s) that you are running/planning) and identify the possible areas of risk within them.
For instance, you may wish to look at your management structure first:
●Is the group well organised enough to conduct the project? Does everyone know who they can go to with a problem? Is everyone clear about how to communicate?
●Do the people running the activity/program have enough skills and knowledge to carry out the project?
You may then want to look at whether there are operational risks:
●Do you have the time and ability to prepare for this activity/program?
●Will you need to recruit additional helpers? What risks might there be with this? – One risk could be a lack of knowledge regarding your legal responsibilities
e.g.:
· Health and Safety
· Equal Opportunities
· Child protection
There may also be financial risks that you need to consider:
●Do you have financial guidelines in place to prevent fraud and theft?
●Do you have a clear budget so you know how much money is needed?
●Has funding been confirmed? Are there any restrictions on how and when this money must be spent?
●Do you have enough reserves available?  Will you be able to get the money you need at the right time?
Identify Physical Risks
When you have considered your organisational risks you can move on to look at the physical aspects of your project e.g.
●Venue - where is it going to be held/run?
●What are the key risk factors with the venue, e.g.:
– Is it easy to get in and out?
· Is the fire exit clear?
· Is the floor flat and level?
· Are there good toilet facilities?
· Is the place big enough?
You can then go on to look at what you will use the venue for and think about any hazards related to that. For instance, if it is an event involving young children you may wish to consider:
●External doors (children could run out)
●Heaters (they could burn someone)
●Hot drinks (these can be spilled and cause harm)
●Fire exits (you need to see them clearly and know how to use them)
●Child protection
Or for an outside event you might think about:
●Access to the site (for cars and for pedestrians)
●PA systems which might have trailing leads
●People with stalls, displays or equipment which might cause harm
●Crowd control
For an event with food there some considerations may be:
●What are the health requirements?
●Walkways between rooms and between tables
●Kitchen facilities
●Food allergies
●Food hygiene
Moving the activity to an out door space may need to consider:
●Undesirable objects in the area
●Travel arrangements
●Young people leaving the area of the activity –will they be safe?
●Child protection
Identifying hazards
Look around the venue/site and think about things that might cause harm.  You could discuss the activity with people who will be involved and let them tell you what the hazards might be.  You could watch a similar activity being carried out, and look at what some of the hazards seem to be.
In identifying the hazards, concentrate on significant hazards which could result in serious harm or affect several people.
You could use the following examples as a guide:
●Slipping/tripping hazards
●Hazards from people (e.g. running, jumping, pushing).
●Fire
●Chemicals 
●Vehicles
●Electricity (e.g. poor wiring)
●Dust or Fumes
●Heavy things that need to be lifted or moved
●Noise
●Low/high temperature
●Lighting
●Moving parts of machinery
Consider who might be harmed and how
Once you have identified the risks you can now assess who might be harmed and how.  Think about all the people who will work within the project.  You do not need to name the individual people, just think about groups of people who may be affected, for example:
●Members of staff
●Volunteers
●People sharing your space/venue
●Members of the public
Pay particular attention to
●Young people and vulnerable adults
●People with physical and/or learning disabilities
●Visitors
●Inexperienced staff or volunteers
These are groups of people that may be more in danger from risks and hazards.
Evaluate the hazards and assess the risks
Once a hazard has been identified, you need to assess the risk – this means to measure how serious the risk is.
How likely is it that each hazard you have identified could actually cause harm? If it does cause harm, how severe is the harm likely to be?  Go through your list of hazards and give them scores, as follows:
Score A:
How likely is it that this hazard will happen? 1 to 5
●It is likely to happen, often and to be expected (common)

5 
●It is likely to occur several times (frequent) 



4
●Occasional 








3
●It is unlikely but possible 






2
●It is improbable (very unlikely) 





1
Score B:
How severe will the harm be if it happens? 0 to 5
●Could somebody die? 







5
●Could it cause a major injury to more than one person?


4
●Major injury to one person or permanent disability?


3
●Could it result in a minor injury?





2
●Could it result in loss or damage to property etc?


1
●It will cause no damage or effect at all




0
Give each hazard a Risk Assessment Rating X
The most effective way of assessing risk is to carry out a simple exercise using the scores you gave each of the hazards in the previous step
a) Begin with Score A, the number for how likely is the hazard to happen?
b) Multiply this by Score B, the number for how severe will the harm be?
c) The figure you end up with is the ‘Risk Assessment rating’ X.
For example:
Tripping on a cable
Score A: How likely is it that people will trip on it if it’s trailing?
Likely to happen, often and to be expected: 5
Score B:
How severe is the harm likely to be?
Minor injuries: 2 or Major injury to one person: 3
If we take Score B to be 3 then the total ‘Risk Assessment value’ is: 5 x 3 = 15.
Acceptable levels of Risk
As a group you will need to decide what Risk Assessment level you think is an acceptable risk.  You’ll then need to put measures in place to reduce any risks over that level. Good practice would normally recommend:
0–5 


low risk level, acceptable
6–9 


medium risk level, measures to be taken to reduce risk
10–22 

high risk level, action must be taken immediately to reduce risk
23-25

Ultra high risk level, should not attempt this at all
Managing the risks (Control Measures)
Having identified and categorised the risks, you now need to work out what you can do about the most significant of these risks. For each, you should consider four options:
a)Avoid the risk

Should you avoid the risk altogether by not entering into the activity or providing the service? (E.g. youth group decides not to engage in water sports)

b) Control the risk

Can you manage the activity so that the risk will be less likely to occur and less damaging if it does occur? This is the most common approach. Risks can be controlled through application of good practice, clear policies and procedures, staff training, clear record keeping, regular reporting etc.

c) Finance the risk

Should you simply accept that the risk is likely to occur and provide resources to meet the liabilities when they happen?  (E.g., breakages from ball games.  They will happen, we will try to avoid them, but have budgeted for it either way)

d) Transfer the risk

Can you have a third party perform the risky activity or transfer the consequences of the risk to another person or organisation? This can be through insurance, indemnity, exemption from liability or by contracting another organisation to carry out the activity.

(E.g. At a camp site, the camp site owners take the risk for the area.  Indoor rock climbing company ensures ropes/harnesses etc are safe)

Review the levels of Risk

At the end of this process you need to go back and review how these risks should be categorised. Given the measures that you have put in place to eliminate or mitigate (reduce) these risks, do they still constitute major risks? What is their Revised Risk Rating?
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13. Recommended Standard Operating Procedures – Knowing what you know about the activity and its associated risks.  What operating procedures need to be in place to conduct this activity?  How do you go about implementing the Control Measures and informing staff, volunteers, and youth of the procedures?
14. Other Considerations: Are there any other notes that will help make sure this activity runs well.

Review your Analysis 

ASA's aren’t just setting out systems and procedures. The process needs to ensure that new risks are addressed as they arise. Also, your ASA needs to be reviewed regularly because some risks may change as time passes.

An ASA is not a one-off event, but something that should be done at regular intervals - at least once every year unless something happens which means you need to review it earlier, for instance:

●If there has been an accident

●If circumstances change

