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Risk Management process

Hazard/s Risk/s Risk Control action/s Risk rating Responsible Due Complete
rating after controls
What presents the What might happen, how Apply What action/s will be takento  Apply WHS Who is When should When
potential risk to likely is it and what could be WHS eliminate the risk/s or at least = Risk Matrix responsible for the controls = were
health and/or the consequence/s? Risk reduce them to an acceptable putting controls be putin controls
safety? Matrix level? in place? place? implemen
ted?
Travelling to and Train, public bus system, Medium  Home School Supervisor Low Home School Before the
from NSW School of = private bus system, private instructs on road & personal Supervisor lesson day
Languages car. Acmdentt break(_jown, safety NSL Teacher visit
road congestion, major .
e Students carry mobile phones
incident
Link to NSW Public Transport
Trip Planner on the NSL
website
Student becoming Student getting lost Low NSL Teacher ensures Low Home School Before the
lost on way to NSL directions are known Supervisor lesson day
Student buddy system NSL Teacher
Use Google Maps on Phone
Download map from website
NSL location map on the NSL
website
Student Allergic reaction or illness Medium = Students to carry appropriate  Low Parents/Carers, Before and
experiencing medication Students, NSL during the
f'allerg|c reaction or Parent/carer to inform NSL of Staff lesson day
illness on way to : L
known medical conditions
NSL
Local environment Walking around school, in Low Enforce orderly conduct Low NSL Staff During the
risks corridors, using stairs . lesson day
Bags and equipment stored
away from walkways
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Hazard/s

Theft or loss of
bags/other
equipment

Injury while in
classroom or
playground

Fire, smoke,
explosion, gas
leaks, chemical
spills

Student
experiencing

allergic reaction or
illness while at NSL

Major incident in

area of school

Risk/s

Theft or loss of belongings

Cuts, abrasions, injuries

Emergency incidents (fire,
gas leaks, explosions)

Allergic reaction or illness

Lockdown or lockout
situations
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Risk
rating

Low

Medium

Low

Medium

Low

Control action/s

Students advised to leave
bags in designated area

NSL teacher supervision and
instruction on expected
behaviour

First aid kit available for minor
injuries

Contact accredited NSL First
Aid Officer for serious injuries

Emergency protocols
explained to students at the
beginning of the day.

Follow NSL evacuation and
emergency procedures under
direction of NSL staff

Statement of prohibition of
nut products at NSL on the
NSL website

Parent/carer to provide
medical info on excursion
form

NSL to implement health care
plans

NSL to contact parent/carer if
required

Students to follow
instructions from NSL Chief
Warden and staff

Risk rating
after controls

Low

Low

Low

Low

Low

Responsible

Students

NSL Staff

NSL Staff,
Supervising
Teachers

Parents/Carers,
NSL Staff

NSL Staff,
Supervising
Teachers

Due

During the
lesson day

During the
lesson day

During the
lesson day

Before and
during the
lesson day

During the
lesson day

Complete



Hazard/s

Major incident
within school

Student fails to
arrive at school as
expected

Student travelling
independently

Anxiety with
unfamiliar
environment

Students with

disability or
additional needs

Severe weather

Violence/aggressive

behaviour on
transport

Risk/s

Security or safety threat

Student welfare, or they
might be lost/injured

Becoming separated,
stranger danger, exposure to
aggressive behaviour.

Distress, panic attacks.

Inability to safely access
facilities, increased anxiety,
behavioural incidents.

Heat stress, slips, transport
disruptions.

physical injury, psychological
distress.
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Risk
rating

Low

Medium

Medium

Medium

Medium

Medium

Medium

Control action/s

Follow NSL staff instructions
and emergency protocols

Attendance marked on arrival,
follow up on unexplained
absences, emergency
contacts provided

Parent/carer acknowledges
transport arrangements and
individual transport
arrangements are
documented. Buddy system
encouraged.

Request from home school
any students who might need
additional support.

home school communicates
health care plans, behaviour
support plans, individual travel
considerations.

Monitor forecast through
BOM. Students advised to
carry water and wear
appropriate clothing.

Students to move towards
transport staff or populated
areas, call triple Zero 000,
contact parents/carers, buddy
system encouraged.

Risk rating
after controls

Low

Low

Low

Low

Low

Low

Low

Responsible

NSL Staff,
Supervising
Teachers

NSL Staff,
Supervising
Teachers

Parents/Carers,
NSL Staff

NSL Staff,
Supervising
Teachers

Home School,
NSL Staff,
Supervising
Teachers

Parents/Carers,
NSL Staff

NSL Staff,
Supervising
Teachers

Due

During the
lesson day

Before the
lesson day

Before and
during the
lesson day

Before and
during the
lesson day

Before and
during the
lesson day

Before and
during the
lesson day

During the
lesson day

Complete



Hazard/s Risk/s

Infectious diseases Transmission of
communicable disease.

Additional Notes:

Risk
rating

Low

Control action/s Risk rating Responsible
after controls

Students not to travel if Low Parent/carer
displaying symptoms, promote

hand hygiene, follow current

NSW Health advice.

Parent/carer consent and medical info collected on Student Management System.

Emergency contacts for home school, NSL and parents/caregivers maintained.
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Due

Before the
lesson day

Complete



Risk matrix and evaluation
Table 1: THE WHS RISK MATRIX

CONSEQUENCE (Severity)
LIKELIHOOD (Probability) Insignificant Minor Moderate Major Critical
1 2 3 4 5)
No treatment Injury/illness Injury/illness Life-threatening Death or multiple life-
required. requiring first aid requiring injury/illness or threatening injuries.
treatment only. hospitalisation on multiple
going treatment. hospitalisations.
Almost Expected to occur in most MEDIUM HIGH EXTREME EXTREME EXTREME
gertaln circumstances. 5 10 15 20 o5
Likely High probability of MEDIUM MEDIUM EXTREME EXTREME
4 occurring in most 4 8 20
circumstances.
Possible Might occur occasionally. LOW MEDIUM EXTREME
3 3 6 9 15
Unlikely Could occur at some time, LOW MEDIUM MEDIUM MEDIUM HIGH
2 doubtful. 2 4 6 8 10
Rare May occur but only in LOW LOW LOW MEDIUM MEDIUM
1 exceptional circumstances. 1 2 3 4 5
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Table 2: WHS Risk Evaluation

Risk Acceptability
level

Low Acceptable
1-3

Medium  Tolerable

4-8

High Unacceptable
9-14

Unacceptable

Extreme
15+

Priority for action to control risk

PROCEED while monitoring existing controls. Manage
the exposure to the hazard using existing procedures
in consultation with workers and respond to any
changes.

PROCEED with the activity and/or allow the hazard to
persist only after identifying and implementing any
additional controls reasonably practicable. Monitor
all controls and manage the exposure to the hazard
using existing procedures in consultation with
workers and respond to any changes.

DO NOT PROCEED and/or allow the hazard to persist
until all risks/hazards are identified and the most
effective control methods are documented in a risk
assessment. Seek support from the workplace
manager and WHS Advisor or the Incident Report and
Support Hotline.

STOP IMMEDIATELY and contact your WHS Advisor
or the Incident Report and Support Hotline to plan a
coordinated response in consultation with key
subject matter experts to eliminate or control
exposure to the hazard.

Work Health and Safety | Risk assessment plan
PD-2013-0454-04-02v01.0.0 | NSW School of Languages 2026.

Sign-Off Authority: Schools

School Principal or delegate

School Principal or delegate

Principal to sign off.

Principal to talk to staff about
eliminating or reducing the risk, and
contact:

e Health, Safety & Staff
Wellbeing Directorate for
review

e |Legal asrequired.

Principal to advise staff about
eliminating or reducing the risk, and
contact:

e Director Educational
Leadership for review

e Health, Safety & Staff
Wellbeing Directorate for
review

e Legal asrequired.

Sign-Off Authority: Other
workplace

Immediate Supervisor or Workplace
Manager

Senior Manager or Director

Executive Director or delegate to
talk to staff about eliminating or
reducing the risk and contact:

e Health, Safety & Staff
Wellbeing Directorate for
review

e Legal asrequired.

Executive Director or delegate to
advise staff about eliminating or
reducing the risk, and contact:

e Health, Safety & Staff
Wellbeing Directorate for
review

e Legal asrequired.



Hierarchy of controls

CONTROL EFFECTIVENESS DESCRIPTION EXAMPLES

ELIMINATION BEST Eliminate the hazard entirely. Eliminating the risk of a fall from height by doing the
work at ground level.
Substitute the hazard with safer options. Replacing hazardous cleaning chemicals with equivalent
non-toxic products.

ISOLATION GOOD Isolate the hazard from causing harm. Placing a barrier around an area of wet floor as a slipping
hazard.

ENGINEERING GOOD Use engineering controls to reduce the risk. Installing guards, rails, or handrails to prevent falls.

ADMINISTRATIVE POOR Administrate and document safe work practices. Training workers in safe work procedures, Safe

Operating Procedures.

PPE WORST Protect workers with Personal Protective Equipment Providing goggles and gloves to people handling
(PPE). hazardous chemicals.

Need help?

Speak to your Work Health Safety Advisor for support and advice or contact the Incident Report and Support Hotline on 1800 811 523.
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https://education.nsw.gov.au/inside-the-department/health-and-safety/our-services/contact-us/risk-management

	Risk assessment plan
	Risk matrix and evaluation
	Hierarchy of controls


