RISK MANAGMENT CHECKLIST 
This checklist is intended to be used in the context of the organisation’s overall Risk Management Policy.
	Date of hazard audit ………………………………………………………………………… Audit conducted by …………………………………………………………………………



	Potential risk


	Tick if control in place
	
	Likelihood

A, B, C, D, E
	Impact

A, B, C, D
	Risk Rating

H,M,L

(see risk chart)
	Transferred to Risk Register


	1. GOVERNANCE

	Are your Governing Rules regularly reviewed and updated?
	
	
	
	
	
	

	Have all Committee Members received appropriate information/training about their roles and responsibilities?
	
	
	
	
	
	

	Do all Committee Members have the skills and knowledge to adequately carry out their role as a Committee member?
	
	
	
	
	
	

	Do you have Conflict of Interest Policy?
	
	
	
	
	
	

	Do you prepare regular financial reports?


	
	
	
	
	
	

	Are your finances audited?

	
	
	
	
	
	

	Do you have a detailed budget?

	
	
	
	
	
	

	Are your financial procedures sufficient to prevent or expose fraud or unauthorised trading?


	
	
	
	
	
	

	Have you set limits on spending?


	
	
	
	
	
	

	Do you have adequate information to make informed decisions (eg: properly prepared balance sheets, profit and loss statements, cash flow reports)?


	
	
	
	
	
	

	Do you comply with tax rules and guidelines?


	
	
	
	
	
	

	Do you comply with ACNC rules, guidelines and reporting requirements?
	
	
	
	
	
	

	
	
	
	
	
	
	

	2. EMPLOYEES AND VOLUNTEERS

	Do you screen volunteers and potential employees?
	
	
	
	
	
	

	Does your staff receive proper training?
	
	
	
	
	
	

	Do you review or supervise volunteers and staff?
	
	
	
	
	
	

	Do you have a procedure for people to make complaints about your organisation and your staff?
	
	
	
	
	
	

	Do you have a process for dealing with complaints against a staff member?
	
	
	
	
	
	

	Have you taken precautions against harassment and prejudice at work?


	
	
	
	
	
	

	Are roles and responsibilities clearly defined?


	
	
	
	
	
	

	Are employees paid appropriate wages?


	
	
	
	
	
	

	Do you comply with legal requirements (e.g. employment laws, awards) in dealing with staff (e.g. providing adequate breaks, unfair dismissal laws)?


	
	
	
	
	
	

	Do you have a Code of Conduct for staff and volunteers?
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	3. Customers

	Have you taken steps to ensure that the privacy of your clients is maintained?
	
	
	
	
	
	

	Have you taken steps to ensure your clients or customers are not exposed to physical injury?
	
	
	
	
	
	

	Are your premises set up safely  and free of obstructions?
	
	
	
	
	
	

	Are entry doormats in good condition?
	
	
	
	
	
	

	Are floors and carpets in good condition?
	
	
	
	
	
	

	Are glass doors clearly marked to prevent people walking into them (it happens)?
	
	
	
	
	
	

	Do you conduct regular inspections of your premises to identify potential hazards (try looking around from the eye-level of a child)? 
	
	
	
	
	
	

	
	
	
	
	
	
	

	4. Insurances

	Do you have appropriate insurance cover?

Example:

· Public Liability

· Directors/Officers Liability

· Association Liability

· Property

· Fidelity

· Building

· Workers Compensation

· Volunteer Accident

· Professional Indemnity
	
	
	
	
	
	

	Is your insurance cover regularly reviewed (limit, exclusions, excesses)?
	
	
	
	
	
	

	Are your premises regularly appraised for building insurance purposes?
	
	
	
	
	
	

	
	
	
	
	
	
	

	5. General 

	Are chairs and desks suited to tasks and users?
	
	
	
	
	
	

	Are computers and printers suitably positioned?
	
	
	
	
	
	

	Are computer cables and leads secured safely?
	
	
	
	
	
	

	Is glare from windows and light fittings minimised?
	
	
	
	
	
	

	Are staff able to change postures and rotate tasks in order to minimise occupational overuse syndrome?
	
	
	
	
	
	

	Are floors non-slip and clear of obstructions?
	
	
	
	
	
	

	Are noise levels controlled?
	
	
	
	
	
	

	Are shelving and cupboards at safe heights?
	
	
	
	
	
	

	Are there security procedures for cash handling?
	
	
	
	
	
	

	Are all walkways regularly inspected to ensure they are clear from obstructions?


	
	
	
	
	
	

	Is all equipment, fixtures and furniture free of sharp edges and properly secured?


	
	
	
	
	
	

	Is the air conditioning maintained regularly?
	
	
	
	
	
	

	Are the toilets - bowls, cisterns, hand basins, paperholders, dryers - all in working order?
	
	
	
	
	
	

	Is the storage layout designed to minimise lifting problems (between knee and shoulder)?
	
	
	
	
	
	

	Is there easy access for people and equipment?
	
	
	
	
	
	

	Are floors around racking or shelves clear of obstructions?
	
	
	
	
	
	

	Are storage boxes clearly labeled, easy to handle, and not heavy?
	
	
	
	
	
	

	Have lifting procedures been introduced and signed?
	
	
	
	
	
	

	Do you have storage areas that require minimal effort to access items?


	
	
	
	
	
	

	Do you ensure shelves and storage areas are not overloaded?


	
	
	
	
	
	

	Are parcel preparation practices monitored for compliance with the Australia Post Dangerous & Prohibited Goods & Packaging Post Guide
	
	
	
	
	
	

	
	
	
	
	
	
	

	6. General Electrical 

	Are there any broken plugs, sockets or switches, or frayed or damaged leads?
	
	
	
	
	
	

	Are extension leads and powerboards tested and tagged?
	
	
	
	
	
	

	Are earth leakage circuit breakers installed?
	
	
	
	
	
	

	Is there any unsafe wiring?
	
	
	
	
	
	

	Is any wiring left dangling or untapped on the floor creating a trip hazard?
	
	
	
	
	
	

	Is the electrical switchboard free of obstruction?
	
	
	
	
	
	

	
	
	
	
	
	
	

	7. General Lighting

	Is illumination adequate for each task?
	
	
	
	
	
	

	Is there good natural lighting?
	
	
	
	
	
	

	Is there good light reflection from walls and ceilings?
	
	
	
	
	
	

	Are light fittings clean and in good condition?
	
	
	
	
	
	

	Are there any loose ceiling tiles around lights?
	
	
	
	
	
	

	Are there any blown globes or unsafe wiring?
	
	
	
	
	
	

	
	
	
	
	
	
	

	8. First Aid Kits
	
	
	
	
	
	

	Are kits and contents appropriate for activities carried out?
	
	
	
	
	
	

	Is there easy access to kits?
	
	
	
	
	
	

	Are kits clearly labeled?
	
	
	
	
	
	

	Are emergency contact numbers displayed?
	
	
	
	
	
	

	Has a First Aid Officer been appointed (and if so, is there written documentation)?
	
	
	
	
	
	

	Are the contents of First Aid Kits checked at least monthly?
	
	
	
	
	
	

	9. Fire
	
	
	
	
	
	

	Are smoke detectors fitted?


	
	
	
	
	
	

	Are smoke detectors regularly checked and batteries replaced?


	
	
	
	
	
	

	Are power points covered?

	
	
	
	
	
	

	Are all electrical items, including computers and monitors, turned off when not in use?


	
	
	
	
	
	

	Are heating units in good condition, regularly maintained and ducts cleaned?


	
	
	
	
	
	

	Do you have appropriate firefighting equipment in key areas?


	
	
	
	
	
	

	Do staff and volunteers know how to use them?

	
	
	
	
	
	

	Are these regularly inspected?
	
	
	
	
	
	

	Do you have an evacuation and emergency plan?

	
	
	
	
	
	

	Is the plan posted in key locations? Are staff, volunteers and clients aware of it? Is it practiced?


	
	
	
	
	
	

	Are emergency and exit lights regularly tested and maintained?
	
	
	
	
	
	

	Are pathways to designated exits clear from obstruction?
	
	
	
	
	
	

	
	
	
	
	
	
	

	10. Ergonomic Factors 

	Does equipment design allow normal body positions when seated or standing?
	
	
	
	
	
	

	Has a limit been set on the weight and size of materials lifted or carried by people?
	
	
	
	
	
	

	Where people are required to stand for long periods on concrete floors, are adequate floor coverings provided?
	
	
	
	
	
	

	If people are required to be seated for long periods, are ergonomic chairs provided?
	
	
	
	
	
	

	Do staff have mini-breaks when sitting for long periods? Do these follow recommended guidelines?
	
	
	
	
	
	

	Have computer stations been set up in accordance with ergonomic guidelines?
	
	
	
	
	
	

	Do you have disabled access?
	
	
	
	
	
	

	Do you have toilets for disabled people?
	
	
	
	
	
	

	11. Security/Safety
	

	Equipment and materials that could be easily converted to cash have been identified and controls to prevent theft set up.
	
	
	
	
	
	

	Where there is cash, employees have been trained in what to do in the event of an armed hold up/threat.
	
	
	
	
	
	

	There is a cash handling procedure and it is known and followed.
	
	
	
	
	
	

	There is a cheque writing procedure and it is known and followed.
	
	
	
	
	
	

	
	
	
	
	
	
	

	12. Data and Computers
	

	Is data backed up regularly?
	
	
	
	
	
	

	Is a data back up kept off site?
	
	
	
	
	
	

	Have internet security measures been taken? (ie virus/spyware protection)
	
	
	
	
	
	

	Are virus definitions kept up to date?
	
	
	
	
	
	

	Are computers regularly cleaned and maintained?
	
	
	
	
	
	

	Are internet/email passwords changed regularly?
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	13. Kitchens
	
	
	
	
	
	

	Are kitchens and food preparation areas cleaned and disinfected regularly?


	
	
	
	
	
	

	Are all electrical items regularly inspected to ensure they are in good condition?


	
	
	
	
	
	

	Are all electrical cords regularly inspected to ensure they are in good condition?

	
	
	
	
	
	

	Are all electrical items stored away from water?

	
	
	
	
	
	

	Is boiling water stored and used safely? Are urns and kettles working properly and regularly maintained?


	
	
	
	
	
	

	Are broken or malfunctioning items repaired or replaced immediately?


	
	
	
	
	
	

	Are electrical items protected by a safety switch?

	
	
	
	
	
	

	Is all food used by the use-by date?

	
	
	
	
	
	

	Are all cleaners, detergents etc kept in a safe place away from food?


	
	
	
	
	
	

	Do you have cleaning procedures for spills etc.? And a prominent sign to notify people to immediately clean up spills?
	
	
	
	
	
	

	Are knives and other kitchen implements kept in a proper working condition?
	
	
	
	
	
	

	Do you have appropriate firefighting equipment (e.g. fire blanket, fire extinguisher) in key areas?


	
	
	
	
	
	

	Is a fire extinguisher located near your stove and do you know how to use it? (Ten feet away is ideal). 
	
	
	
	
	
	

	When using the microwave, do you use only dishes approved for microwave use? (Avoid metal and plastics not intended for use in the microwave). 
	
	
	
	
	
	

	
	
	
	
	
	
	


Risk Chart

      LIKELIHOOD

	RATING
	
	A
	B
	C
	D
	E

	
	
	Frequent
	Probable
	Occasional
	Remote
	Improbable

	A
	Catastrophic
	High
	High
	High
	High
	High

	B
	Critical
	High
	High
	High
	Medium
	Low

	C
	Marginal
	High
	Medium
	Medium
	Low
	Low


	MEASURE
	IMPACT
	Effect/description

	A
	Catastrophic
	Death – severe injury (e.g. loss or crushed limb, brain damage)

	B
	Critical
	Major Injuries – require medical assistance (inc concussions)

	C
	Marginal
	Minor Injuries, cuts, treated internally (inc minor sprains)

	D
	Negligible
	No injury


	MEASURE
	LIKELIHOOD
	Description 

	A
	Frequent
	Will occur regularly – day to day

	B
	Probable
	Will occur on most occasions, circumstances

	C
	Occasional
	Will occur from time to time

	D
	Remote
	May occur but not regularly or often

	E
	Improbable
	Unlikely to ever occur


IMPACT








