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EHOSHC Excursion Risk Management Plan 

Epping Heights OSHC  
Out Of School Hours Care Inc.  

ABN: 83425978  
Email: Eppingheightsoosh@hotmail.com 

Website: www.eppingheightsoshc.com.au 

Excursion details:  

Date(s) of Excursion  21.01.2025 Excursion destination/address:  Riverside Theatre  
Corner Market &, Church St, Parramatta 
NSW 2150 

Departure and arrival times Depart Centre:  9am           Arrival: 9:30am                 Departure:  2pm                Arrive back at Centre:   2:30pm 

Proposed activities Visiting Riverside Theatre for a show then lunch in the park Water hazards?  No 

Method of transport, including map 
of proposed route 

Bus 

 

mailto:Eppingheightsoosh@hotmail.com
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Name of excursion co-ordinator Adam Pearson 

Centre Contact Details  Landline: 0298690602 Mobile: 0459883456 

Number of children attending 
excursion 

Intended: 45 Number of 
educators/parents/volunteers 

4 

Educator to child ratio, including 
whether this excursion warrants a 
higher ratio? 
Please provide details. 

1:12, not travelling very far and activities are within a small area and enclosed space 

 
Procedures for: 
 

- Leaving the centre 
- Entering and exiting the bus 
- Entering the venue 
- Leaving the venue 
- Entering and exiting the bus 
- Returning to the centre 

 
Including accounting for children at 
all times. 

 

- A roll call is conducted prior to the children leaving the EHOSHC building. The responsible person is to ensure 
they know the number of children who are in our care. 

- Children are encouraged to go to the bathroom before leaving, an educator remains at toilet block until all 
children have finished 

- Children are lined up in the playground and walked in 2 lines. Educators positioned at front, middle and ends of 
group 

- Two educators count the children onto the bus. 
- A roll call is conducted before the bus departs, with another educator conducting a headcount of all children on 

the bus. 
- As we alight from the bus a headcount is conducted. The bus is checked for any remaining children and items. 
- We then walk to our destination, with the educators working to ensure the children stay within the group at all 

times. An educator is stationed at the front, leading all the children to the destination, another at the back to 
ensure all children are safe and others spaced out throughout the middle of the group.  

- On arrival at our destination a headcount is conducted. 
- Educators are to ensure that they have knowledge of where the children are at all times. 
- Prior to exiting the venue another headcount is conducted. 
- We then walk to our bus, with the educators stationed at the front, middle and back of the group leading all 

the children to the destination, to ensure all children are safe. 
- Two educators count the children onto the bus. 
- A roll call & headcount is conducted before the bus departs. 
- When the bus stops to let us off a headcount is conducted as the children alight. The bus is checked for any 

remaining children and items. 
- We then walk to the Centre, where a roll call & headcount is conducted.  
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Excursion checklist 

 First aid kit  Excursion Bag & Children’s medication  

 List of children attending the excursion  Walkie Talkies 

 Contact information for each child  Mobile phone / other means of communicating with the service & emergency services 

 Medical information for each child  Other items, please list 

 

Hazard identified Risk Rating   

(use matrix) 

Elimination/control measures Who When 

Slips, trips, falls, collisions High - Walk children in 2 lines in close groups 
- Educators positioned at front, middle and 

ends of groups 
- Educators to encourage children to tie up 

shoes laces and assist if required  
- Ensure that safe movement around the area is 

demonstrated to the kids before allowed out 
to the areas with water 

All Children  Entering bus/leaving 
bus 

& 

During excursion  

 

 

Missing Child/absconding Moderate - Walk children in 2 lines in close groups and 
educators positioned at front, middle and 
ends of groups 

-  Constant head counts, and checking on 
children  

- Educators to communicate with one another 
and the children  

- Maintain staff to child ratio 1:6 

All Children Leaving/entering the 
bus 

& 

At the 
Excursion/transitioning 

to other areas 
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Anaphylactic reaction/ 
allergies 

Moderate - First aid Kits/ EpiPen’s on hand  
- Regularly update information of children with 

anaphylaxis/allergies/intolerances and 
cultural requirements.  

- Ensure each educator and volunteer is aware 
of the medical and dietary list/info of each 
child. 

- Staff are trained in First aid, anaphylaxis and 
allergy awareness. 

- Asthma and anaphylaxis medication has been 
taken on the excursion, and their plans are 
followed in the event of a reaction/asthma 
attack 

Children with Allergies  Throughout the day 

Using the toilets/public 
toilets & hand 

washing/hygiene  

Moderate - An Educator to check toilet areas for any 
hazards before children enter  

- If the gender of that educator is not able to 
check the toilets. Send 2x older more 
responsible children to check whilst the 
educator waits right outside of toilet area 

- Children to go in small groups of same gender  
- Regular head counts and roll calls  
- Educators to walk children in groups at a time 

and remain near toilet block area until 
children have finished  

- Children to always communicate with 
educators about going to and from the toilets. 

- Multiple toilets are located around the Island  

All Children  At the Excursion  

Choking, illness, vomiting Moderate - Have sickness bags available on the bus  
- Ensure children do not eat or drink on the bus 
- Ensure children are seated down whilst eating 

or drinking 
- All staff trained in first aid 

All Children On the Bus  

& 

While eating/drinking 
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Interaction with 
members of the public 

Moderate - Educators to brief children on safety around 
strangers 

- Educators to explain which strangers are safe 
to talk to in the even that they get lost, or an 
accident occurs 

- Staff to child ratio to be upheld at all times 

All children Transitioning and 
during the excursion 

Head injuries Moderate - Make children aware of parts of the play 
equipment that have low-ceilings  

- Educators to be supervising play 

All children During excursion 

Road crossings  Low - Instruct children how to cross the road safely  
- Supervise children as they cross the road  

All children During excursion  

Alcohol Low - There is a bar serving food and alcohol at the 
theatre 

- Ensure children stay supervised whilst inside 
the venue  

All children During excursion 

 
Covid- 19  

Illness, infections, 
hospitalisation, death of 

child/educator/adult  
  
 

 

Moderate  

 
Ensure Educators & Families are aware of our Covid-19 
Policy & procedure  
 
Maintain communication between NSW Health 
department, Department of Education, ECED and any other 
relevant organisation in relation to Covid-19  
 
Ensure information of Covid-19 and any practices are 
updated as new information becomes available  
 
Ensure all such important information and factsheets are 
available & /or displayed for educators /parents /families 
and visitors to view 
 
Educators & families are updated with any new information 
/ updates on Covid-19  
 

 

Coordinator 

 

Educators 

 

Families and children 

 

Provider Staff 

 

 

 

 
Throughout the whole 

day  
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Ensure that when adults enter the service, they practice 
social distancing, cleaning of hands. That they enter and 
exit solely to drop off or collect their child 
 
Ensure that there are no children, educators or adults that 
enter the premises if they have been in contact with 
anyone that has had COVID-19 symptoms or are currently 
displaying any related symptoms 
 
If children or adults present during the day as unwell, they 
will be set aside from others. For a child: their parent will be 
contacted to collect them as soon as possible. For an adult: 
they will be asked to leave the centre to seek further 
medical advice. 
 
All adults/Visitors/volunteers are to adhere to all Covid-19 
rules and practices as per prescribed from the NSW 
government  
 
Children will be given regular hand washing routines 
throughout the day, dependant on activity and what they 
are exposed to  
 
Antibacterial wipes, hand soap, paper towels and hand 
sanitiser will be available to all that enter/use the 
premises.  
 
Educators are strongly recommended to wear PPE including 
gloves & face masks where necessary  
 
Educators are to ensure supervision of children using hand 
sanitiser (as it is alcohol-based)  
 
A routine cleaning list is created in the centre and all 
educators are to complete the cleaning tasks and schedule.  

Educators are given opportunity to reflect and bring about 
new information in relation to our Covid-19 practices  
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Plan prepared by: Kiara Van Ede Date: 29.11.2024 

Communicated to: All Staff on the day & Families (via website, and printed in centre) 

Venue and safety information/risk assessment/COVID-19 safety reviewed and attached: 

N/A  

Comment if needed: 

Reminder: Monitor the effectiveness of controls and change if necessary. Review the risk assessment if an incident or significant change occurs. 

Risk Matrix 

 Consequence 

Li
ke

lih
oo

d 

 Insignificant Minor Moderate Major Catastrophic 

Al
m

os
t 

ce
rt

ai
n 

Moderate High High Extreme Extreme 

Li
ke

ly
 

Moderate Moderate High Extreme Extreme 

Po
ss

ib
le

 

Low Moderate High High Extreme 

U
nl

ik
el

y 

Low Low Moderate High High 

Ra
re

 

Low Low Low Moderate High 
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Part 1: Task Details 

 

Area / 

Activity Assessed 

Riverside Theatres – Theatres and Stage (Generic) – Assessment date: 1/03/2022 

Directorate / Team Community Services – Riveride Theatres Persons involved: Operations Manager, Technical Coordinator, 

Facilities/ Maintenance Coordinator & Tech Team 

Leader. 
Completed by: David Storey 

Signature: David Storey Revision Due: 10/05/2024 

 

 

ACTIVITY / JOB 

STEPS 

Break the job down into 

steps. What are you 

doing? 

POTENITAL HAZARDS 

Identify the hazards with each step. What 

could harm you, others, the workplace or 

environment 

RAW 

RISK 
Before 

controls 

are 

implemen 

ted 

CURRENT CONTROLS 

List the current controls in place to 

reduce risk 

CURRENT 

RISK 

After controls 

are 

implemented 

ADDITIONAL CONTROLS 

Determine additional suggested controls using the 

hierarchy of controls 

Bump-In, 
Rehearsal, 
Performance & 
Bump Out of 
Production. 
General Theatre 
hazards 

- Noise 
- Children 
- Lack of supervision 
- Blocked egresses 
- Housekeeping 
- Manual handling 

- Slip, trip, fall 

1 - 4 

Minor 

Toolbox talk must be conducted 
at the commencement of bump 
in/out 

 
Provide a plan for the activity 
Sound levels to be no greater 
than speaking volume 

 
No persons under the age of 14 
years during a bump in/out 

 
Appropriate levels of staff to 
perform tasks and provide 
proper supervision 

1 - 4 Minor - N/A 
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ACTIVITY / JOB 

STEPS 

Break the job down into 

steps. What are you 

doing? 

POTENITAL HAZARDS 

Identify the hazards with each step. What 

could harm you, others, the workplace or 

environment 

RAW 

RISK 
Before 

controls 

are 

implemen 

ted 

CURRENT CONTROLS 

List the current controls in place to 

reduce risk 

CURRENT 

RISK 

After controls 

are 

implemented 

ADDITIONAL CONTROLS 

Determine additional suggested controls using the 

hierarchy of controls 

   No egress to be blocked at any 
time 

Practice good housekeeping 

procedures 

  

Exceeding 

recommended 

capacities for 

dressing rooms and 

other areas 

- Delays with evacuation in case 
of emergency 
- Crush at exit doors 
- Discomfort, illness 

- Dizziness, nausea 

5 - 10 

Moderate 

Area supervisor allocated per 
dressing room / area and 
present at all times dressing 
room / area is exceeding 
capacity. 

1 - 4 Minor - N/A 

  Dressing room allocation to be 
provided in advance 

  

  
Contact names and numbers of 
dressing room supervisors 
provided to venue 

  

  
Area supervisors inducted into 
venue and emergency 
procedures 

  

  
Nominated first aider and first 
aid equipment to be provided 
by visiting production 

  

  
Room should be well ventilated 
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ACTIVITY / JOB 

STEPS 

Break the job down into 

steps. What are you 

doing? 

POTENITAL HAZARDS 

Identify the hazards with each step. What 

could harm you, others, the workplace or 

environment 

RAW 

RISK 
Before 

controls 

are 

implemen 

ted 

CURRENT CONTROLS 

List the current controls in place to 

reduce risk 

CURRENT 

RISK 

After controls 

are 

implemented 

ADDITIONAL CONTROLS 

Determine additional suggested controls using the 

hierarchy of controls 

Fall from height Fall from stage, raised platform, 
stage element. 

5 - 10 

Moderate 

Persons to be inducted to the 
venue and familiarized with the 
space 

 
Lighting levels to be appropriate 
to task 

 
Use of glow in the dark tape 
where appropriate to indicate 
edge of platforms 

 
Use of barricades where 
required 

 
Appropriate handrails, guard 
rails and fall arresters to be 
used as required 

 
Heights greater than 1m require 
rail installation (BCA 
requirement) 

 
Use of fall arresters as required 

 
Appropriate warning signage to 
be in place as required 

1 - 4 Minor - N/A 
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ACTIVITY / JOB 

STEPS 

Break the job down into 

steps. What are you 

doing? 

POTENITAL HAZARDS 

Identify the hazards with each step. What 

could harm you, others, the workplace or 

environment 

RAW 

RISK 
Before 

controls 

are 

implemen 

ted 

CURRENT CONTROLS 

List the current controls in place to 

reduce risk 

CURRENT 

RISK 

After controls 

are 

implemented 

ADDITIONAL CONTROLS 

Determine additional suggested controls using the 

hierarchy of controls 

   Planned falls require a risk 

assessment, should be 

rehearsed under work light 

conditions, and include a rescue 

plan as required 

  

Food and beverage 

onstage / 

backstage 

Intoxication of performers or 
audience 
Food poisoning 

Slips, trips and falls 

1 - 4 

Minor 

Risk Assessment for 
consumption of alcohol as part 
of performance to be 
submitted. 

1 - 4 Minor - N/A 

   
Alcohol Management Plan 
required 

  

   
RSA qualified person may be 
required to serve. 

  

   
Limited quantities of alcohol to 
be provided to artists backstage 
and monitored by RSA qualified 
person. 

  

   
Food to be stored at correct 
temperature and sealed. 

  

   
Cleaning equipment to be 

readily available on stage. 
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ACTIVITY / JOB 

STEPS 

Break the job down into 

steps. What are you 

doing? 

POTENITAL HAZARDS 

Identify the hazards with each step. What 

could harm you, others, the workplace or 

environment 

RAW 

RISK 
Before 

controls 

are 

implemen 

ted 

CURRENT CONTROLS 

List the current controls in place to 

reduce risk 

CURRENT 

RISK 

After controls 

are 

implemented 

ADDITIONAL CONTROLS 

Determine additional suggested controls using the 

hierarchy of controls 

Lighting, including 

strobe, lasers, and 

UV 

Strobe lighting can affect persons 
with brain function abnormalities 
(eg epilepsy) 
Strobe operates at high electrical 
voltage, risk of fire 
Lasers can cause damage to skin 
and eyes 

Radiation exposure from UV light 

use including skin or eye burns 

5 - 10 

Moderate 

Flash rate no greater than 4 
flashes per second 

 
Avoid using strobes for longer 
than 20 seconds continuously 

 
When multiple strobes are in 
use, ensure they are 
synchronized 

 
Mount strobe lights as high 
above head as possible 

 
Equipment must be tested and 
tagged 

 
Risk Assessment must be 
submitted for use of lasers 

 
Lasers can only be used in 
accordance with Australia 
Standard 2211 

 
Laser safety officer may need to 
be engaged 

1 - 4 Minor - N/A 
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ACTIVITY / JOB 

STEPS 

Break the job down into 

steps. What are you 

doing? 

POTENITAL HAZARDS 

Identify the hazards with each step. What 

could harm you, others, the workplace or 

environment 

RAW 

RISK 
Before 

controls 

are 

implemen 

ted 

CURRENT CONTROLS 

List the current controls in place to 

reduce risk 

CURRENT 

RISK 

After controls 

are 

implemented 

ADDITIONAL CONTROLS 

Determine additional suggested controls using the 

hierarchy of controls 

   Risk Assessment and prior 
approval is required for UV light 
use 

 
Notify audience of use of 

strobe, laser and/or UV through 

Front of House signage and 

auditorium announcements; 

and website content / Box 

Office 

  

Small children / 

youths 

Risks resulting from employment 
Unaware of hazards in venue 
Unaware of etiquette and 
appropriate behavior 

Personal harm or injury 

1 - 4 

Minor 

Comply with Children and 
Young Persons Act and Children 
and Young Persons Regulation 
2010 

 
Working With Children Check 
may be required and copies 
provided to venue 

 
Under 14’s must be supervised 

at all times and are not 

permitted during bump in or 

bump out 

1 - 4 Minor - N/A 
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Part 2: Approvals 

 

 

 

 

Further Controls to be Actioned (These three columns must be copied onto Corrective Action Register) 

Corrective Action Allocated To (Person) Due By (Date) 

1. Click or tap here to enter text. Click or tap here to enter text. Click or tap to enter a date. 

2. Click or tap here to enter text. Click or tap here to enter text. Click or tap to enter a date. 

3. Click or tap here to enter text. Click or tap here to enter text. Click or tap to enter a date. 

4. Click or tap here to enter text. Click or tap here to enter text. Click or tap to enter a date. 

5. Click or tap here to enter text. Click or tap here to enter text. Click or tap to enter a date. 

6. Click or tap here to enter text. Click or tap here to enter text. Click or tap to enter a date. 

7. Click or tap here to enter text. Click or tap here to enter text. Click or tap to enter a date. 

 

 

 
 
 

Management Agreement to Corrective Actions 

Name: Click or tap here to enter text. Date: Click or tap to enter a date. 

Follow up and Review 

Reviewed Date: Click or tap to enter a date. Review Completed by: Click or tap here to enter text. Date: Click or tap to enter a date. 

Part 2: Actions required 
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City of Parramatta Council 

Risk Matrix 

Consequences 
Very Low 1 

No injuries or minor 

first aid 

Low 2 

Medical treatment req. 

Lost time <5 days 

Medium 3 

Lost time >5 days & <1 

month 

High 4 

LTI>1 Month, long term 

disability, single fatality 

Very High 5 

Multiple long term injuries 

or fatalities 

Li
ke

lih
o

o
d

 

Almost certain 5 

The event is expected to occur in normal 

circumstances 

 
5 Moderate 

 
10 Moderate 

 
15 Significant 

 
20 Extreme 

 
25 Extreme 

Likely 4 

Will probably occur. Some recurring past 

event history 

 
4 Minor 

 
8 Moderate 

 
12 Significant 

 
16 Extreme 

 
20 Extreme 

Possible 3 

The event may occur sometime. Some 

past warning signs or previous event 

history 

 

3 Minor 

 

6 Moderate 

 

9 Moderate 

 

12 Significant 

 

15 Significant 

Unlikely 2 

Could happen at some time. No past 

event history 

 
2 Minor 

 
4 minor 

 
6 Moderate 

 
8 Moderate 

 
10 Moderate 

Rare 1 

May happen only in exceptional 

circumstances 

 
1 Minor 

 
2 Minor 

 
3 Minor 

 
4 Minor 

 
5 Moderate 

To use the Risk Matrix to estimate a Risk Rating: 

1. Estimate the most likely potential severity of the consequences 

2. Estimate the likelihood that the hazard could cause that consequence 

3. Find the cell of the matrix where the row corresponding with the likelihood intersects with the column corresponding to the consequence, read the risk level written in that cell, and 

record it in the Risk Rating column. 

4. Ensure all risks are controlled as per the below Risk Tolerance table. 

Risk Level Risk Tolerance – Based on the Current Risk Level Risk Review Period – Based on Raw Risk 

Extreme 
Immediate action required – Activity must not proceed until steps are taken to reduce risk to as low as reasonably practicable, 

using level 1 or 2 controls 
TBC 3 months 

Significant 
Activity may proceed if a SWMS or SWI/ SOP is in place, however further risk control measures must be considered for future 

work, in order to reduce risks to as low as reasonably practicable 
1 year 

Moderate Further risk control measures should be considered, in order to reduce risk to as low as reasonably practicable 2 years 

Minor Maintain effectiveness of current controls 2 years 

 


