
EMERGENCY AND SAFETY 
 
These Checklists are intended to provide a starting  point for you to use to develop your own specific risk management checklists. Every group has specifi c risks to them 
– only YOU can identify them. Look and understand t he risk management process at www.ourcommunity.com.au  and this will help prevent people being injured an d save 
you from unnecessary concern and grief. 
 
As Emergency and Safety Groups operate in often haz ardous environment and generally have storn risk ma nagement processes already in place we recommend th at all 
such groups discuss and develop their risk manageme nt process in conjunction with their relevant gover ning body. While this checklist deals mainly with p ublic safety 
there are other risks involved that you should atte mpt to identify that may deal with finance, plannin g, staff, law etc. 
 

What potential risks have you identified? Date 
Inspected 

What Problem was Detected (if any) Likelihood 

A,B,C,D,E 

Impact 

A,B,C,D 

RiskRating 

H,M,L 

(see Risk hart) 

Who Will 
fix the 
problem?  

When will it be 
fixed? 

Completed 

(signed off) 

1. Readiness1. Readiness1. Readiness1. Readiness                                    

Do your staff or volunteers conduct 
regular training for emergency 
situations?  

        

Are your staff and volunteers trained in 
how to use safety and rescue 
equipment? 

        

Is your safety and rescue equipment 
maintained and repaired regularly? 

        

Is outdated emergency equipment 
replaced when necessary? 

        

Do your staff and volunteers know how to 
react to specific emergency situations? 

        

Are staff and volunteers trained in how to 
ensure their own physical safety in an 
emergency response? 

        

Do you have a list of emergency contact 
numbers? Does everyone know where 
the list is? 

        

Do you conduct volunteer assessments?         

Is appropriate uniforms/protective 
equipment provided to volunteers and 
regularly maintained? 

        

 
 
 
 
 
 
 



 

What potential risks have you identified? Date 
Inspected 

What Problem was Detected (if any) Likelihood 

A,B,C,D,E 

Impact 

A,B,C,D 

RiskRating 

H,M,L 

(see Risk hart) 

Who Will 
fix the 
problem?  

When will it be 
fixed? 

Completed 

(signed off) 

2. Response2. Response2. Response2. Response                                    

Do you have procedures in place for 
safely transporting staff or volunteers to 
the site of an emergency? 

        

Do staff and volunteers deal 
appropriately with victims and other 
people involved in an emergency? 

        

Do staff and volunteers know when to 
pull out of an emergency situation to 
ensure their own safety? 

        

Do you have limits on the length of shifts 
that can be worked during an 
emergency? 

        

Do you provide food, rest and first-aid to 
those responding to an emergency? 

        

Do you set up a central command that 
keeps track of which of your staff are 
working, where they are, what they are 
doing and how they are going? 

        

Do you have effective communications in 
an emergency? 

        

Do you have a debriefing session after 
an emergency response to assess what 
worked and what didn’t? 

        

Do you keep a register of all completed 
training? 

        

INSERT YOUR OWN         

3. General3. General3. General3. General                                    

Are premises and rooms kept in a safe 
and well maintained environment? 

        

Do staff and volunteers know when to 
pull out of an emergency situation to 
ensure their own safety? 

        

Do you have limits on the length of shifts 
that can be worked during an 
emergency? 

        



 

What potential risks have you identified? Date 
Inspected 

What Problem was Detected (if any) Likelihood 

A,B,C,D,E 

Impact 

A,B,C,D 

RiskRating 

H,M,L 

(see Risk hart) 

Who Will 
fix the 
problem?  

When will it be 
fixed? 

Completed 

(signed off) 

Do you provide food, rest and first-aid to 
those responding to an emergency? 

        

Do you set up a central command that 
keeps track of which of your staff are 
working, where they are, what they are 
doing and how they are going? 

        

Do you have effective communications in 
an emergency? 

        

Do you have a debriefing session after 
an emergency response to assess what 
worked and what didn’t? 

        

Have you checked the General Office 
Environment Checklist? 

        

INSERT YOUR OWN         

INSERT YOUR OWN         

INSERT YOUR OWN         

 



Risk Chart 

 

      LIKELIHOOD 
 

RATING  A B C D E 

  Frequent Probable Occasional Remote Improbable 

A Catastrophic High High High High High 

B Critical High High High Medium Low 

C Marginal High Medium Medium Low Low 

D Negligible Medium Low Low Low Low 
 

 
  

  
 

 
 

MEASURE IMPACT Effect/description 

A Catastrophic Death – severe injury (e.g. loss or crushed limb, brain damage) 

B Critical Major Injuries – require medical assistance (inc concussions) 

C Marginal Minor Injuries, cuts, treated internally (inc minor sprains) 

D Negligible No injury 

MEASURE LIKELIHOOD DESCRIPTION 

A Frequent Will occur regularly – day to day 

B Probable Will occur on most occasions, circumstances 

C Occasional Will occur from time to time 

D Remote May occur but not regularly or often 

E Improbable Unlikely to ever occur 

I
M
P
A
C
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DISCLAIMER 
While all care has been taken in the preparation of this material, no responsibility is accepted by the author(s) or GIO its staff or volunteers, for 
any errors, omissions or inaccuracies. The material provided in this help sheet has been prepared to provide general information only. It is not 

intended to be relied upon or be a substitute for legal or other professional advice  

No responsibility can be accepted by the author(s) or GIO for any known or unknown consequences that may result from reliance on any 
information provided in this publication. 

 
 
 
 

 

 

 


