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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  

15/4/2026 Excursion destination/address:  
69 Cooks Rd, Glenworth Valley NSW 2250 

Departure and 
arrival times 

Depart Centre:  9:00am        Arrival: 9:50am               Departure : 2:00pm              Arrive back at Centre: 2:50pm   

Proposed 
activities 

Horse Riding 
(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. 

Method of 
transport, 
including map of 
proposed route 

Bus 

mailto:Eppingheightsoosh@hotmail.com


2 
 

 



3 
 

Name of 
excursion co-
ordinator 

Kiara van Ede 

Centre Contact 
Details  

Landline: 0298690602 Mobile: 0459883456 

Number of 
children 
attending 
excursion 

Intended: 35 Number of 
educators/parents/volunteers 

4 

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

1/8 

 
Procedures for: 
 

- Leaving 
the 
centre 

- Entering 
and 
exiting 
the bus 

- Entering 
the 
venue 

- Leaving 
the 
venue 

- Entering 
and 
exiting 
the bus 

 

- 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. 
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- Returning 
to the 
centre 

 
Including 
accounting for 
children at all 
times. 

- 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.  

 

 

 

 

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  

 

 

Extreme Weather 
conditions (including heat 
stress, sun burn, storms, 

Moderate - Seek shade/shelter where appropriate  
- Give time for children to be calm, safe, and 

secure  

All Children & 
Educator  

While at Excursion  
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high winds), Fire / floods, 
emergency 

crisis/situation 

- Leave excursion if extreme weather 
conditions or any critical emergencies  

 

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 

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  

All Children  At the Excursion  
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- 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  

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 

Uneven ground / puddles 
/ steep hills / grassy verge 

High - Educators to remind children to walk, not run 
around the horse riding and stable areas 

- Educators to identify hazards such as puddles, 
uneven surfaces and steep grassy areas 
before allowing children to enter the area 

- Children to remain with their group and follow 
educator instructions at all times 

- Children to wear appropriate enclosed 
footwear and ensure shoelaces are tied 

- Educators positioned around the group to 
supervise movement 

All Children At Excursion 

Horses / animals (Injury 
from horses or animals 

from kicking, biting, 
unpredictable behaviour) 

High - Children to follow all instructions given by 
Glenworth Valley staff and educators 

- Children to approach horses calmly and only 
when instructed 

- Children to remain a safe distance from 
horses unless supervised by riding instructors 

- Educators to supervise closely while children 
are around horses and in stable areas 

- Staff to ensure children do not run, shout or 
make sudden movements near horses 

All Children 
During horse riding 

activity 

& 

While around 
horses/stables 
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Wooden veranda 
platforms / fences 
(Splinters or minor 

injuries from wooden 
fences, platforms or 

stable structures) 

Low - Educators to remind children not to run along 
wooden verandas or climb on fences 

- Children instructed not to lean over or sit on 
fences 

- Educators to supervise children in stable and 
waiting areas 

- First aid kit available for minor injuries such as 
splinters 

All Children 

 

At the Excursion 

Helmet hygiene / shared 
equipment 

Low - Helmets to be checked and fitted by 
Glenworth Valley staff 

- Children encouraged to wash or sanitise 
hands before and after using equipment 

- Educators to visually check helmets for 
cleanliness where possible 

- Children not to share personal items such as 
hats or hair accessories 

All Children During horse riding 
activity 

Cars / carparks / buses High - Children to remain with educators at all times 
when entering or leaving the bus 

- Educators positioned at the front and back of 
the group when walking through carparks 

- Children reminded to walk and stay in pairs 
- Head counts conducted before leaving and 

entering the bus 

All Children 
Entering/leaving bus 

& 

Moving through 
carpark areas 

 

Wildlife (snakes, spiders, 
swooping birds) 

Moderate - Children instructed not to approach wildlife 
and to inform an educator immediately if 
animals are seen 

- Educators to supervise children closely in 
bushland areas 

- Children to stay on designated paths and 
riding trails 

- If wildlife is sighted, group to move calmly 
away and inform staff 

All Children 
At the Excursion 
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- First aid kit available and educators trained in 
first aid 

Steep stairs (Slips or falls 
on stairs) 

Moderate - Children instructed to walk slowly and hold 
handrails when using stairs 

- Educators positioned at the top and bottom of 
stairs to supervise 

- Children reminded not to push, run or 
overtake others on stairs 

- Regular head counts conducted before and 
after moving between levels 

All Children At the 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  
 

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 
 

 

Coordinator 

 

Educators 

 

Families and children 

 

Provider Staff 

 

 

 

 

 

 
Throughout the whole 

day  
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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  

 

 

 

 

Plan prepared by: Thomas Logan Date: 8/03/2026 

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: 
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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
o

o
d

 

 Insignificant Minor Moderate Major Catastrophic 

A
lm

o
st

 
ce

rt
ai

n
 

Moderate High High Extreme Extreme 

Li
ke

ly
 

Moderate Moderate High Extreme Extreme 

P
o

ss
ib

le
 

Low Moderate High High Extreme 

U
n

lik
el

y 

Low Low Moderate High High 
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Low Low Low Moderate High 

 



Glenworth Valley Wilderness Adventures Risk Management 

Plan 

Guided Horse Riding Risk Matrix 

 

 

 
Activity/Department: Horse Riding 

 
Reviewed By: Ashlie Millican 

 

 

 
Date of Review: December 2025  

 
Position: Horse Riding Manager 

Identified risk Likelih
ood 

Impact Risk 
Score 

Respon
se 

Action 

Slipping on wet surfaces  
Ankle, knee, wrist injury from slipping/tripping on uneven 
ground 

2 2 4 PPE 
Rubber soled shoes recommended with small heel, staff to highlight 
hazards to customers if they come with inappropriate foot wear, hire boots 
available  
 
All GVWA staff qualified in First Aid and have access to First Aid Kits 
 
Clear instructions when needing to walk on uneven surface out on trails 
 
HRC yards clean and poo free where possible 

Injury due to inappropriate attire   
2 

 
2 

 
4 

 
A 

No loose clothing permitted this includes anything around the neck 
including cultural attire unless deemed safe by management or 
Supervisors.  
 
No bags are permitted on rides including bumbags as they may get 
caught around the saddle horn  

Extreme weather, Rain fall, hail, electrical storm, flooding and 
bushfire  

 
2  

 
4 

 
8 

 
A 

Weather monitored for approaching storms.  
 
Activity cancelled if storm imminent. 
Lightning SOP followed if unable to evacuate risk areas. 
 
Emergency Flooding procedure to be followed, indicators measured 
and evacuation plan to be implemented. 
 
Bushfire emergency plan  

Exposure to extreme elements, heat, cold  
3 

 
2 

 
6 

 
A 

Sun cream accessible to all customers and application 
encouraged. Sun safe clothing recommended in customer 
confirmation email. 
 
Customers advised to bring wet weather clothing inn confirmation 
email. Approved rain jackets available from reception were 
applicable. 
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Clean fresh drinking water available to all customers. Advised not 
to drink from creek.  
All Staff qualified in first aid.  

Trail conditions – Uneven or hazardous terrain, wildlife or other 
disturbances  

3 3 9 A Trails are a sand base and take away the water well. Pre ride trail 
checks, adjust speed to a walking pace through uneven terrain, 
avoid high risk areas like erosion, slippery rocks, wildlife holes etc. 
Guides to give direction to customers if challenging sections are 
ahead.  

Pre existing injuries/medical conditions or poor physical health 
including pregnancy   

2 3 6 A 
Customers are told to reveal any pre existing injuries or 
conditions on signed disclaimer notice. 
 
Team able to carry any medical needs for customers in bumbag if pre told 
about  

Customers with mobility difficulties for mounting and 
dismounting  

2 3 6 A 
Have mounting assistance in elevated platform. Have an additional team 
member both sides of the horse. Where applicable allocate a smaller 
horse. Allow extra time to dismount.  

Catching the saddle horn during dismounting  2 4 8 A 
Clear demonstration of correct dismount technique. Guide to offer support 
to the customer. Stop horse fully before dismounting and aim for even 
ground. If unstable offer an additional team member.  

Falling from a horse and causing minor to major injury including 
death  

3 4 12 I 
Australian Standard horse riding helmet compulsory.  
 
Horse suitability for skill level to be checked when putting customer on 
horse         and monitored throughout the ride. 
 
Signed agistment contract advising of inherent risk; advise on dangerous 
practices; 
 
Review all incidents and incident report forms 
 
Implement ambulance procedures when required 
 
Removal of dangerous/inappropriate horses for the school  

Equipment failure 2 2 2 A 
Up to date equipment logs kept and necessary 

replacement/repair carried out. 
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Guided Horse Riding Risk Matrix 

 

 

Equipment incorrect fitting 1 2 2 A 
Trained staff to fit equipment. Saddle girth checks to be 

regularly carried out during ride. 

Saddle slipping due to customer weight shifting incorrectly  2 3 6 A 
Check girths before mounting, after mounting, before ride and mid ride. 
Teach correct posture and even distribution of weight before departing. 
Check that stirrups are even.  

Reins dropped or broken 2 3 6 A 
Carry additional “Rein ties” so that you are able to retie them together. Pre 
ride tack inspection. Teach customers to always hold reins or how to 
gather them back. Retire and replace reins with wear  

Lack of experience or skill  3 3 9 A 
Trained qualified team members to put customers on horses and go 
through the basic skill set they will require throughout the ride. If customer 
not able to demonstrate the ride may not go ahead.   

Damage to property from horse 1 2 2 A Adequate distance from horses to property maintained. 

Unpredictable horse behaviour or temperament  2 3 6 A Training period to be met prior going out to customers, correct allocation of 
horse  

Horses startled in camping grounds  
 
 

3 

 
 

3 

 
 

6 

 
 

A 

Routes checked during peak periods to ensure safe transit of customers. 
No flapping tents allowed. Safety zones marked beside routes during peak 
periods. No ball games or bikes during transit periods. 

Horses spooked in traffic  
 

2 

 

3 

 

6 

 

A 
Horses only to share roads for small area at commencement of ride. All 
vehicles stopped by GVWA   staff  and right of way given to horses. 

Unexpected wildlife  
3 3 9 A  

Trail horses are trained in desensitation to common wild life. Walk through 
known wildlife areas. If you see a Wallaby instruct customers to keep their 
hands low and if the horse moves in an unpredicted way to hold their 
saddles.  

 

Mismatched horse and rider ability  

 

1 

 

3 

 

3 

 

A 
Customers to list number of times ridden on signed disclaimer. Managers 
to use this and questioning customer to allocate suitable horse prior to ride 
commencing. 

Customer under the influence of drugs or alcohol  1 3 3 A 
Customer refused custom if believed to be under the 

influence. 

Customers ignoring instructions  3 3 9 A 
Clear verbal safety briefing before ride, Mandatory demonstration from 
customers before leaving on stop, go, turn. Customers who are rude and 
ignore instructions on purpose will be asked to dismount and return to the 
horse riding centre. Signed disclaimers stating the risks involved.  
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Loosing balance from fatigue  2 3 6 A 
Allow customers to dismount if unwell, able to collect customers if fatigue 
continues. Encourage hydration prior ride and have hydration stations set 
up on extremely hot days. A  

Language barriers  
 

1 

 

3 

 

3 

 

A 

All briefs to include obvious visual demonstrations and asking for 
customers to demonstrate the tasks to prove understanding. 

 

Horses spooked from falling branches 
3 3 9 

 

A 
Wind speeds monitored via weather warning systems. Routes 
changed/cancelled where applicable. See high wind emergency plan. 

Horse bites/ kicks 2 3 6 A Maintain safe spacing and customer briefings. Supervise interactions  

Too many customers for guide to monitor safely 1 4 4 E All activities run to industry standard guide client ratios. 

Working with Children  1 3 3 A All team members and volunteers over 18 to hold a WWCC  

 

Poor mobile phone signal in operational area 

 

3 
2 6 

 

Eng 

All onsite activities utilise GVWA private UHF network. UHF repeater 
installed to broaden operational footprint. 

Loss of communication to guides – poor radio signal  2 3 6 I 
Carry a phone  

Customers to be transported to operational area via GVWA 
vehicle, or in First Aid situation 

1 3 3  
A 

Guides driving to hold current Australia car license and be trained in routes 
to use. Maximum speed of 25 km/h. All vehicles to have weekly mechanical 
inspection. 

Vehicles not to be overloaded. 

      

 
Risk to company from legal proceedings resulting from 
incident 

 

4 

 

4 

 

16 

 

A 
Adequate notification provided to customer on confirmation email, and 
arrival at property of dangers involved in participating in any activity on this 
property. 

Every activity customer must fill out signed disclaimer prior to commencing 
activity, as an acknowledgement of risk and waiver of negligence for GVOA. 
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Staff safety briefing to include notification of risks. 

 
All incidents to be reported and recorded via customer incident report 
form. 

Insect bites – Allergic reaction  3 2 6 
PPE 

Insect repellent recommend to all customers. First Aid kits available to be 
taken to rides if bites occur  

 

 
Illness from snake bight 

 
1 

 
4 

 
4 

 
A 

Staff qualified in First Aid. If a snake is noticed, area to be declared 
nonoperational until safe. SOP for snake 
bight to be followed. 

Loose dogs in campgrounds  2 3 6 
A Enforce leash only rules in camp grounds  

Wild dog attack or sightings sooking horses  1 4 4 A Report sightings 

      

 
 
 

Free range riding  
 

Lost customers due to wandering off from group 

 

2 3 6 A 
All customers to be briefed on operational areas and 
boundaries. 

Lack of familiarity with the riding area 2 3 6 A 
Briefing prior leaving the group and provided a map of the area with an 
emergency contact  
 
HRC managers to check the yards that all horses have returned at the end 
of session  

 

Inadequate experience to safely participate in activity 

 

1 

 

4 

 

4 

 

A 

Only experienced riders to leave the group, assessment of riding ability 
must be complete every ride to see compatibility with horse and rider.  
 
Training provided at commencement of activity. Guides have power to 
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refuse customers participation if a risk to themselves, customer of other 
customers is evident. 

Horse and Rider not compatible  1 3 3 A 
Skill assessment, horse swap if needed or declined from free ranging  

Gear checks not being completed correctly  1 3 3 A 
Mandatory to show they are capable of mounting and dismounting a horse 
and to do the girth checks, told in safety briefing at start of ride and again 
prior leaving the group.  

 
 

 


