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Activities Notification and Risk Assessment Form
Sustainable Neighbourhood groups must notify the Lake Macquarie Sustainable Neighbourhood Alliance (the Alliance) of their projects, events and activities. 
This enables group activities to be promoted, and ensures that necessary safety procedures and other requirements are being met.
For an activity to be endorsed by the Alliance, the following conditions should be met.
· The local Sustainable Neighbourhood group must have formalised their membership.
· The person responsible for organising the event or activity must be a financial member of their local group, and therefore of the Alliance.

· The activity must be endorsed and documented as an activity of the local Sustainable Neighbourhood group.  Attach a copy of the meeting minutes, when submitting this form.
· The activity must contribute to the vision and objectives set out in the group’s Sustainable Neighbourhood Action Plan (SNAP).
· The activity must be subject to adequate risk management procedures.  This ensures the health and safety of volunteers and attendees have been adequately considered and that strategies are in place to manage and mitigate potential risks.  The risk assessment attached must be completed for each event / activity, and approved by a group member who has had the appropriate training.
· Attach a copy of the Certificate of Public Liability Insurance for any person or group you are paying for their services.

All project, activity, and event notifications must be submitted to the Alliance at least 3 weeks prior to the date of the activity to allow the Alliance Board to properly consider activities.  Submissions cannot be considered unless the completed details are received by this date.  The Alliance will respond to notifications as soon as practical following the relevant Board meeting.
Email completed forms to:  Secretariat, Lake Macquarie Sustainable Neighbourhood Alliance at admin@sustainableneighbourhoods.org.au or call 4921 0117 for further information.
Group details

	Sustainable Neighbourhood group name
	

	Contact name
	
	Contact phone
	

	Contact email
	

	Alliance membership (date accepted)
	
	Health and Safety training (date completed)
	

	Is this activity / event formally authorised by the Sustainable Neighbourhood group?
	( Yes – Please attach meeting minutes      (  No

	What other organisations are involved in your event?
List  each organisation and their role here:
	


Event details

	Activity / event name
	

	Event description and list of activities. Describe the nature of your event and detail all activities that will occur.
	

	Activity location and address
	

	Activity date
	
	Start and finish times
	

	Expected attendance
	
	Number of volunteers
	

	Are you paying any person or group for their services?
	( Yes      (  No
	If yes, please attach a copy of their current Certificate of Public Liability

	Is your event directed primarily at children?
	( Yes      (  No
	If yes, ensure relevant volunteers have completed a Working With Children Check.

	Does your activity / event involve any:
	( alcohol       ( motorised rides       ( food preparation and handling    

( bus tours   ( field trips      ( clean up day      ( street party      ( None of the above

	Accessibility considerations
	Indicate accessibility features that will be available at your event:

( Venue (including accessible pathways, doorways, ramps, lifts, seating)

( Accessible toilet facilities        ( Located near public transport       ( Accessible parking
( Hearing loop   ( Visual aids   ( Suitable activities and volunteer assistance    ( Affordable   
( Accessible features included in promotions / website

For more information visit www.sustainableneighbourhoods.org.au/accessibility.


Signed
	Print name
	

	Signature
	

	Date
	

	on behalf of the

	
	(Name of Sustainable Neighbourhood Group)


Risk Assessment

Identify all potential risks associated with your site, venue, activity, or event.  Rate each risk and document the control measures you will put in place.  Refer to the Common Control Measures and Risk Rating Matrix.
	Risk
	Likelihood
	Consequence
	Risk Rating
	Control Measures
Refer to the common control measures, overleaf.

	Common risks associated with the venue

	Exposure to sun, wind, and rain from working outdoors
	
	
	
	

	Injury or damage related to extreme weather events and tides
	
	
	
	

	Injury related to traffic or vehicle movement
	
	
	
	

	Inadequate emergency access and/or evacuation procedures
	
	
	
	

	Lack of access to first aid or emergency services
	
	
	
	

	Health risks related to toilet facilities
	
	
	
	

	Common risks associated with activities

	Slips, trips and falls (eg loose cords, slippery floors, insecure display boards, marquees, uneven surfaces)
	
	
	
	

	Injury related to incorrect manual handling (eg setting up tables and chairs, lifting or moving objects)
	
	
	
	

	Injury and fatigue related to standing for long periods of time
	
	
	
	

	Health risks associated with food preparation and handling
	
	
	
	

	Health risks associated with communicable diseases, including:

· Risks to volunteers and participants

· Risks related to inadequate physical distancing

· Risks related to inadequate hygiene and cleaning

· Risks related to inadequate record-keeping
	
	
	
	

	Risks to child safety and welfare
	
	
	
	

	Record all other site or activity specific risks, hazards, and the control measures here: 
(Add extra rows as required)

	
	
	
	
	

	
	
	
	
	


	Risk Rating Matrix
	Likelihood
	Consequence
	
	
	Likelihood
	
	Risk Rating

	
	A – Almost Certain
	1 – Catastrophic
	
	Consequence
	
	A
	B
	C
	D
	
	E – Extreme

	
	B – Likely
	2 – Major
	
	
	1
	E
	E
	H
	M
	
	H – High

	
	C – Possible
	3 – Moderate
	
	
	2
	E
	H
	M
	L
	
	M – Moderate

	
	D – Unlikely
	4 – Minor
	
	
	3
	H
	M
	L
	VL
	
	L – Low

	
	
	
	
	
	4
	M
	L
	VL
	VL
	
	VL – Very Low


Common control measures
Some common risks and control measures encountered by Sustainable Neighbourhood Groups are listed here.
This list is not definitive.  You must consider the hazards specific to your site and event / activities.
Hierarchy of control measures
The first control considered must be Elimination of the risk. If a risk can not be eliminated, then you can consider the next controls on the list. In most cases a combination of controls are used to effectively control risks.
1. Eliminate – Completely remove the risk.  Eg Move indoors to eliminate risks associated with working outdoors.
2. Substitute – Replace material or process with a less hazardous one.  Eg Substitute mercury thermometers with spirit ones.
3. Isolate – Place a barrier between the hazard and people.  Eg Fence off a pothole.
4. Engineering – Use mechanical or other aids to control a risk.  Eg Use a wheelbarrow to move mulch rather than by hand.
5. Administrative – Implement safe work practices, procedures and policies.  Eg. Always give new volunteers a site induction
6. Personal Protective Equipment (PPE) – Cover and protect people from hazards.  Eg Ensure participants are wearing covered shoes and a sun hat.
	Risk
	Common Control Measures

	Risks associated with the venue

	Exposure to sun, wind, and rain from working outdoors 

(eg sunburn, personal comfort)
	· Provide shade (eg marquee), or select venue with natural shade

· Schedule activities for cool part of the day and take regular breaks

· Promotions include instruction to bring sunsafe clothing including hats and long sleeves, or wet weather clothing or change of clothes
· Sunscreen available to all participants and volunteers
· Provide drinking water

	Injury or damage related to extreme weather events and tides
	· Plan for alternative venue or cancelation in case of wet or extreme weather

· Schedule coastal activities for low tide

	Injury related to traffic or vehicle movement

(eg Inadequate car parking available or traffic hazards)
	· Select venue with adequate parking for expected numbers

· Identify and promote suitable public transport

· Plan for traffic management for large events

· Eliminate the need to work near roadsides

· Wear high visibility clothing

	Inadequate emergency access and/or evacuation procedures
	· Ensure emergency access ways are clear

· Ensure emergency procedures (eg meeting place and evacuation route) are in place and known by participants

· Register participants upon entry

	Lack of access to first aid or emergency services
	· Ensure first aid kit is up-to-date and available
· Identify a first aid officer who will be present at the event / activity

· Ensure activity leaders have charged, working mobile phones available

	Health risks related to toilet facilities
	· Ensure clean toilet facilities are available and adequate for expected numbers
· Ensure baby change facilities are available

	Health risks associated with communicable diseases, including:
· Risks to volunteers and participants

· Risks related to inadequate physical distancing

· Risks related to inadequate hygiene and cleaning

· Risks related to inadequate record-keeping


	· Refer to the Sustainable Neighbourhood Covid-19 Safe Plan
· Check current health advice and restrictions at www.health.nsw.gov.au while planning and in the immediate lead up to an event 

· Use outdoor settings where possible. Select indoor venue that is registered as Covid safe.
· Check space capacity of venue and maximum number of people allowed.

· Plan how you will enable participants and volunteers to maintain current physical distancing requirements.
· Require participant registration prior to event, and collect contact details of all attendees.

· Volunteers or participants who are unwell or otherwise required to self isolate are advised not to attend. Advice included in promotions and at event sign in.

· Check current mask requirements, and advise participants ahead of the event if masks will be required.

· Check current vaccination requirements, and include advice in promotions and at event check in.
· Ensure a NSW Government QR code is available at all events, and that all participants check in and out. Preference is to use the venue's QR code. If not available, or the event is outdoors, a Sustainable Neighbourhood Alliance QR code is available for use.
· Increase natural ventilation indoors, by opening windows and doors where possible.
· Assign people to specific work stations and minimize movement between these stations, where reasonably practical. If not practical, clean with detergent/disinfectant between use.
· Provide hand sanitizer to be readily available throughout event.

· Ensure bathrooms are well stocked with hand soap and paper towels, and have posters with instructions on how to wash hands.

· Clean frequently used areas and equipment regularly with detergent or disinfectant. Clean frequently touched areas and surfaces.
· Cooperate with NSW Health if contacted in relation to a positive case, and notify SafeWork NSW on 13 10 50, and the Alliance on 0466 748 333. 

	Risks associated with activities

	Slips, trips, and falls (eg loose cords, slippery floors, insecure display boards, marquees, uneven surfaces)
	· Tape any electrical cords securely to the floor and minimise exposed electrical cords
· Ensure volunteers are trained in correct assembly of equipment, tables, chairs, marquees
· Maintain a neat and tidy working or display area

· Ensure volunteers and participants are wearing appropriate footwear

	Injury related to incorrect manual handling (eg setting up tables and chairs, lifting or moving objects)
	· Ensure all equipment is in good working order

· Avoid lifting, moving or carrying heavy or awkward objects (eg use mechanical aids)
· Explain and demonstrate proper lifting techniques

· Rotate tasks

	Injury and fatigue related to standing for long periods of time
	· Take regular breaks

· Rotate tasks

· Supply chairs

	Health risks associated with food preparation and handling
	· Use registered caterers to provide food

· Ensure adequate facilities are available for intended catering (eg heating / cooling)
· Adhere to standards set out by www.foodstandards.gov.au.
· Adhere to current guidelines from www.health.nsw.gov.au regarding sharing of food.

	Risks to child safety and welfare
	· Ensure children’s supervision arrangements are clear to all volunteers and participants
· Ensure volunteers complete a ‘Working with Children Check’ , www.kidsguardian.nsw.gov.au/working-with-children.
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