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	5.1 Identifying Risk Levels:
The basis of this Risk Management Process for Rotary is the AS/NZS 4360:1999 Standard.

Practical Risk Assessment and management initially involves 7 Stages (use blank document Risk Assessment (RM 001).
1. Break the activity down into Tasks, these are the things that must be done or the things that will happen when this activity is performed.  Some activities may only require 5 tasks other activities will need 30 or more and some of the tasks themselves will need to be further broken down. (Number each task for reference).
2. Decide on the Risk associated with each of these tasks.  Some Tasks may have more than one risk.  If there appear to be many Risks then it may be necessary to break the task up further.

3. For each Risk Factor there is a Potential Harm. Decide on what the potential harm might be if that risk materialised.

4. Using the Consequences Table, rate the risk in terms of the damage it might do if the Potential Harm from the task actually occurred.

5. Using the Likelihood table, now rate the risk in terms of the chances of it actually happening.

6. The Level of Risk Matrix will now show a rating of the level of risk.  This process is subjective but with practice it will consistently highlight areas that may need special attention.
7. Once the level of risk has been assessed for all the tasks, it is recommended that those in the Extreme and High category receive further management attention using the Risk Control Action Record (RM 002)
This process is best understood when practically demonstrated, please refer to the example attached

Tip!

When looking at Risk and Potential harm, consider using a ‘What If’ analysis and ask the questions,

‘What can Happen?’  And ‘How can it Happen?’
5.2 Reducing Risk: management action:

In many cases it is sufficient to simply identify the risk and ensure some action is taken, during planning or execution of the project or activity, to: -

A) Prevent the likelihood of occurrence or:-
B) Reduce the impact or consequence if it does.

For club projects it may be seen as unnecessary to further document actions, especially where the risks are relatively low, the project has been ongoing for a number of years, or the board is running the project itself.

Where however there is a need to not only manage the risk but also to document and gain approval for the risk management then it is recommended that the Risk Management document 002 is used for this purpose.

The Risk Control Action Record (RM 002) is used to record the Actions Steps required to manage the Extreme and High Risks of any project or activity individually.  

It will be particularly useful for district projects where responsibilities fall to different people and where the District Governor needs to have assurances that risks to The name of Rotary, its members and its charges (i.e. Students) are being well managed.

The document should be personalised to the Committee or Project.  One document is to be used for each Task that has either a High or Extreme Level of Risk.

Copy the complete Task line from the Risk Assessment Doc to this document in the top table.

Now write in the lower table the action steps required to manage the risk appropriately.  Ensure each action is assigned to a person with comment if necessary.

Approve the actions as required. Retain for evidence or for future reference.

Refer example on Task 17 of Matched exchange.

(Risk Assessment tables on the next two pages)

Please note that the AS/NZS 4360:1999 Standard has now been updated to AS/NZS 4360:2004

It is also recommended that any district committee or Rotary Club involved in sports or recreation activities purchase a copy of Standards New Zealand Handbook HB 8669: 2004, Guidelines for Risk Management in Sport and Recreation
5.3 Risk Assessment Tables

      5.3.1 Likelihood of Occurrence Table

Likelihood of occurrence

Level

Descriptor

Description

A

Almost Certain

Expected to occur in most situations

B

Likely

Will probably occur in most situations

C

Possible

Might occur at some time

D

Unlikely

Could possibly occur at some time

E

Rare

May only occur in exceptional circumstances

        5.3.2 Consequence or Impact Table
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Club/District Project:- Club


Project:- Matched Student Exchange……………………

Date ………………………………………………………
                                                                                                                       L = Likelihood Rating       C = Consequence Rating

	Ref No
	Task
	Risk
	Potential Harm
	Risk Type

L      C
	Risk Level
	Method of Risk Management

	1
	Notification to Clubs


	Wrong Information or forms sent
	Rotary members are confused and upset and complain to the DG
	D
	1


	Low
	Double check all information sent out.

One contact person for information

	2
	Notification to Schools


	Wrong Information or forms sent
	Schools withdraw from scheme
	D
	2
	Low
	Double check all information sent out.

One contact person for information

	3
	Clubs select interview Team


	Person with child abuse or other inappropriate background selected
	Injury to Child,

Rotary receives bad press

Police investigation
	E
	5
	High
	Selection Process must be open

Needs to be a background check that is reliable, for all participants



	4
	Club selects Councilors


	Person with child abuse or other inappropriate background selected
	Injury to Child,

Rotary receives bad press

Police investigation
	E
	5
	High
	Selection process must be open

Needs to be a background check that is reliable, for all participants.

Councellor Training to be run by the  District

	5
	Interview of applicants


	Interviews not conducted to same standards
	Children / families chosen who do not meet the required standards
	B
	3
	High
	Format of interviews to be produced with question guidelines.

Specific Standards to be acknowledged

	6
	Final selection of candidates


	Bias result, best child not chosen
	Complaint to District

Members unhappy

No match for selected child

Exchange does not work out
	C
	2
	Med
	Selection process open amongst panel.

Result put to club before child informed.

President or other non involved person to check procedure and sign off


	7
	Names and information forwarded to district com.


	Information is not complete or not correct.
	Deadline missed

Child not selected

Injury or Illness due to wrong or missing info.
	C
	3
	High
	Training of club coordinators

Use of form index

Double check medical requirements

	8
	Matching candidates


	Trans Tasman Interviews not conducted to same standards
	Inappropriate matching, child (ren) unhappy returns home early. 


	B
	3
	High
	Common guidelines to be adopted

Thorough process of selection with triple checks.

	9
	Notification to children and Parents


	Parents find out at different times
	Parents Unhappy with process.
	C
	2
	Med
	Process for ensuring notification is at same time.

	10
	Orientation


	Poor presentation

Issues not properly discussed
	Rotary discredited

Inappropriate behavior by some students not highlighted or properly resolved.
	 D
	3
	Med
	Good preparation use previous format and experienced people.

Ensure ALL students understand and sign on to the required code of Conduct. 

	11
	Issue Travel documents


	Over complicated or hard to understand

Incorrect
	Student Parents loose confidence in Rotary.
	D
	3
	Med
	Keep to what works, keep it simple.

	12
	Meet the Sponsoring Rotary Club
	Club seen as unfriendly
	Loss of confidence Rotary
	D
	3
	Med
	Plan for warm welcome

	13
	Assemble at airport
	Student arrives late

Student refuses to leave

Student has no passport

Student has hidden Drugs
	All reflects poorly on Rotary organisation
	D
	4
	High
	Plan to meet early, have cell phone contact with each family group.

Discuss homesickness with families.

Families to have check list of essential items

Ensure all students and families understand implications of 3 D’s

Police check the students?

	14
	Keeping in touch with NZ Student
	Student feels isolated form Rotary support.

Student has a serious problem.
	Student unable to deal with potential problem.

Student may be at risk
	D
	4
	High
	Develop a code for Students to use with their councellors, when they need help.

	15
	Meeting students on Return to NZ


	Rotary not visible to Students and families on return.

Aust Students feel there is no Rotary support.
	Families loose confidence in Rotary.

Early bond not made with Aust Students.
	D
	3
	Med
	Have as many councellors as possible at Airport, plus other Rotary members, from the Wellington Clubs

	16
	Aust Student  First night with NZ Councilor
	Aust Student feels threatened by situation.


	Accusations made against 

Councellor

Rotary Club 

Rotary District
	D
	4
	High
	Clear Communications.

Advance warning of arrangements

Gender balance maintained at all times

	17
	Keeping in touch with the Aust Student
	Student hears from Councellor  infrequently and in appropriately
	Problems are not discussed or resolved, reflects badly on Rotary.  May involve a serious problem
	C
	4
	Extreme
	Clear guidelines set by District for communications.  Random checks to see process working.

Serious Issues notified up chain.

	18
	Aust Student to school
	School environment not suitable for student.
	Student becomes Isolated, threatened or at risk. 
	D
	3
	Med
	Communications between Student Councellor and school must be open and regular.  Serious issues notified up chain.

	19
	Acclimatising to NZ life
	Student does not fit in becomes isolated.
	Student becomes Isolated, threatened or at risk. 
	D
	4
	High
	Communications between Student Councellor and school must be open and regular.  Serious issues notified up chain.

	20
	Safari
	Accident

Involved in an assault

Goes missing
	Personal Injury

Stress to minders / Family

Rotary criticised
	D
	5
	Extreme
	Separate Management plan required for safari.

Activities MUST be professionally organised and run.

	21
	Visit to Sponsoring Rotary Club
	Student not expected or made welcome.

.
	Rotary seen in poor light

Student does not want to re-visit.


	D
	3
	Med
	Student kept fully informed on what is required and when.



	22
	Presentation to Rotary Club
	Student has not prepared an address
	Student embarrassed gives poor presentation
	C
	3
	High
	Councellor helps or ensures student is prepared prior to meeting

	23
	Dealing with issues.
	Issues that arise are not resolved or rectified.
	Student at risk of: -

Personal Harm

Loss of privacy

Feeling Isolated

Material losses
	C
	4
	Extreme
	Rotary to ensure that the program has sufficient safeguards and reporting requirement so that good communications and problem solving is always available.

	24
	Departure 
	Student arrives late

Student has no passport


	All reflects poorly on Rotary organisation
	D
	4
	High
	Plan to meet early, have cell phone contact with each family group.

Families to have check list of essential items



	25
	Finalisation
	Same problems occur each year
	Loss of enthusiasm for exchange
	D
	3
	Med
	Committee to review each program and incorporate issues resolved or otherwise into planning.
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TASK REF…………….

District Committee / Club………………………………………………. Project / Activity………………………………………….

Project Manager……………………………. Date……………………..

Insert task line from Risk Assessment Sheet for all High and Extreme Risks.(Use 1 Task per page and save under task ref no.)

	Ref no
	Task
	Risk
	Potential Harm
	Risk Type 

L        C
	Risk Level
	Method of Risk management

	17
	Keeping in touch with the Aust. student
	Student hears from the Councellor infrequently and inappropriately
	Problems are not discussed or resolved, reflects badly on Rotary. May involve a serious problem.
	C
	4
	Extreme
	Lear guidelines set by District for communications. Random checks to see process working. Serious issues notified up the chain.


List Specific Action Steps taken (or to be taken) to reduce risk to acceptable level: -

	Ref No
	Action Steps
	Who by
	Comments

	1
	Draw up guidelines for communications, including reporting and checks by end September 2003.
	John D
	Ref Document Guidelines Matched Exchange 2003

	2
	Issue referred document to all councellors and host parents at training November 2003
	Marion P
	Add to kit list

	3
	Add question on communications to student de-briefing questionnaire
	John D
	Review at the next meeting April 2004


Project / Activity Manager………………………… Date…………

Approved by …………………………………….. ….Date…………  Rotary Position…………………………………………

Review Date …………………



 Consequence or Impact





Level�
Descriptor�
Example�
�
1�
Insignificant�
No Injuries, Little membership reaction, 


Minimal Financial implications�
�
2�
Minor�
First Aid required, Some stakeholder reaction, Some financial loss�
�
3�
Moderate�
Medical treatment needed, Stakeholder criticism, Significant financial implications. �
�
4�
Major�
Hospitalisation, Serious Stakeholder criticism, Serious Financial loss.�
�
5�
Catastrophic�
Permanent Mental or physical disability or Death, Criminal charges, Very serious financial loss�
�









Level of Risk Matrix





Likelihood�
Consequences�
�
�
1


Insignificant�
2


Minor�
3


Moderate�
4


Major�
5


Catastrophic�
�
A


Almost certain�
H�
H�
E�
E�
E�
�
B


Likely�
M�
H�
H�
E�
E�
�
C


Possible�
L�
M�
H�
E�
E�
�
D


Unlikely�
L�
L�
M�
H�
E�
�
E


Rare�
L�
L�
L�
M�
H�
�






	E = Extreme


	H = High


	M = Moderate


	L = Low
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