
Incursion Risk Management Plan 
EHOSHC 

 
  

Hazard identified  Risk Rating   

(use matrix)  

Elimination/control measures  Who  When  

Choking whilst drinking 
and/or eating 

Moderate - Ensure children are seated whilst eating or drinking and are supervised 

- All staff trained in first aid 
- Maintain child to staff ratio 1:15 

 

All Children  Breakfast, Morning Tea, 
Lunch, Afternoon Tea 

Anaphylactic reaction/ 
allergies 

Moderate  - First aid Kits/ EpiPen’s on hand 

- Regularly update information of children with 

anaphylaxis/allergies/intolerances and cultural requirements.  

Children with 
anaphylaxis/allergies  

Throughout the whole day 

Incursion details  

Date(s) of Activity/Session:  April 10th – 10/04/26 Location:   128 Kent St Epping NSW 2121 

Name of Activity/Sessions:    Archery & Balloon Show Incursion  
Proposed activities:   Supervised archery activity  

  

Balloon entertainment show (magic/comedy/balloon 

creations) 
  

Balloon modelling or participation activities 

(Please select Yes or No) 

Water hazards? Reg 101.2 (c) No? If no – there are no further considerations or 

additions regarding water hazards. 

Reg 101.2 (c) Yes? If yes – please see below considerations outlined in below risk 
assessment to accommodate for water hazards (eg: staff to child ratios and other 
safety considerations. 

Centre Contact number:  Landline: 0298690602 Mobile: 0459883456 

Number of children attending activity/session: 40  Staff to child ratio: 
1:10 
 

Number of educators: 4 
  

Incursion checklist  

First aid kits QR Code and Guest/Visitor Book available for sign in (outside providers) 
WWC checks verified  

List of children attending Contact information for each adult  

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 



- 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. 

- Ensure children are washing hands after eating things that may contain 

allergens  

Children being out of 
bounds/wandering 

Moderate - Educators active supervision of all students 
-  Clear instructions of what is expected of the students  
-  Active supervision of the students  
- Ensure safety warning has been instructed to students 
- Maintain staff to child ratio 1:15 

All Children Throughout the whole day 

Electrocution  Moderate - Ensure safety warning has been instructed to students 
- Power outlets are covered and any hanging cables secure 
- Staff trained in first aid  
- Electric equipment/games inspected by staff before use  
- Educators to plug in chargers/electrical devices for children if required 

All children/staff When using electrical 
devices and throughout 

the day 

Slips, trips, falls, 
collisions 

 

Moderate - Walk children in 2 lines in close groups when transitioning to other 
locations/activities.  

- Educators to encourage children to tie up shoes laces and assist if 
required  

- Non-slip flooring and stair strips 
- Balustrades on stairs and rails on landings 

All Children  
Transitioning to and from 

activities  

& 

During incursion 

 

 

Sun Burn, Heatstroke, 
dehydration etc. 

Low-moderate - Ensure children are wearing sunscreen, hats and appropriate clothing 
during first roll call 

- Ensure children are continually drinking water throughout the day  

- UV and Pollen check during WHS check 

- Staff to monitor children to ensure they are drinking enough water, 
reapplying sunscreen and wearing hats 

- Ensure all staff are carrying first aid kits 

- Educators to encourage children to seek shade 
 

All children  Throughout the whole day 

Toilet Use Low-moderate  - Scheduled WHS checks morning and afternoon 

- Educators check toilets before children use them. 

- Children to go in pairs or small groups.  

- Ensure handwashing 

All Children   Throughout the whole 
day  

Injury during Archery 

Activity 

Moderate  

  

- Activity supervised by qualified external provider. 

- Provider to conduct safety briefing prior to activity. 

  

All children/staff 

During archery activity  



  

  

  

  - Only foam/suction arrows permitted. 

- Safety boundary established. 

- Children remain seated or behind safety line unless instructed. 

- One child shooting at a time. 

- Educators positioned at front and sides for supervision. 

- Maintain approved staff to child ratios. 

- First aid kit available onsite. 

  

  

Injury from Equipment or 

Set Up (Trip Hazards) 

  

Low-moderate - Equipment inspected prior to activity. 

- Educators monitor setup area. 

- No loose equipment left unattended. 

- Clear walking paths maintained. 

- Children instructed not to enter setup area. 

All children/staff During setup and activity 

Balloon Latex Allergy Low-moderate - Check allergy/medical information prior to activity. 

- Non-latex balloons requested where possible. 

- Children with latex allergies excluded from balloon contact activities. 

- First aid kits and medication accessible. 

- Staff aware of anaphylaxis plans. 

  

children with 

allergies 

During balloon activities  

Behavioural Risks 

(Excitement / Running / 

Crowd Movement) 

  

Moderate  - Clear behaviour expectations explained prior to both activities. 

- Safety briefing conducted before archery participation. 

- Children remain seated or behind safety boundaries unless instructed. 

- Educators positioned around activity and performance areas. 

- Active supervision maintained during transitions between activities. 

- Clear entry and exit pathways maintained. 

- Boundary markers or cones used where required. 

- Children supervised when moving between activity locations. 

- Always maintain approved staff to child ratios.  

All children/staff During both activities  

Choking Hazard (Balloon 

Pieces) 

Low-moderate - Broken balloons immediately collected and disposed of. 

- Children instructed not to place balloons in mouth. 

- Active supervision maintained. 

All children  Throughout balloon 

activity  

Manual Handling / 

Equipment Setup (Staff 

Injury) 

Low-moderate - External provider responsible for main equipment setup. 

- Staff avoid lifting heavy items. 

- Safe manual handling practices used. 

  

Educators/providers  During setup and pack 

down 

  
 



 
 
 
 

Plan prepared by: Chloe Clarke   Date: 26/02/26 
  

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: 
Yes  
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  
Likelihood    Insignificant  Minor  Moderate  Major  Catastrophic  

Almost 
certain  

Moderate  High  High  Extreme  Extreme  

Likely  

Moderate  Moderate  High  Extreme  Extreme  

Possible  

Low  Moderate  High  High  Extreme  

Unlikely  

Low  Low  Moderate  High  High  

Rare  

Low  Low  Low  Moderate  High  

  



 

  
 


