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The Risk Management Form is completed by the Coordination Unit staff in collaboration with the 
educator whenever a risk or hazard is identified in the educator’s registered care environment.

A copy of the completed form should be retained both at the educator’s premises and in their file at 
the Coordination Unit for record-keeping and ongoing reference. 

Coordination Unit staff:       Educator: 

Date:    Address: 

Identified Risk: 

Location of Risk: 

Risk Matrix rating:   Photo: 

Control Measures and Plan: 

Date for next review: 
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The Education and Care Services National Law requires you to ‘ensure that every reasonable precaution 
is taken to protect children… from harm and from any hazard likely to cause injury’ (Section 167). Taking 
precautions involves carrying out risk assessments within your service to assess the risks and plan how to 
manage them. This resource offers a simplified guide to the process. 

• Identify the hazard or potential hazard.
• A hazard is anything that could cause harm or have a negative impact, such as broken or dangerous
equipment, a poor practice or systems (e.g. not keeping track of WWCC / training
requirements).
• Be vigilant in monitoring your whole service environment - if you see anything that may be dangerous
now or in the future, assess it.
• In practice: This can be done with a watchful eye, being aware of possible risks in the service
environment, through your daily checklists, and making it a regular topic at team meetings.

Once you have identified the hazard you need to assess the risk 
of harm or potential harm. 
• Your assessment should look at:
- How likely is it to happen?
- How often might it happen?
- How serious is the outcome?

• In practice: You can use the risk matrix overleaf to help you.
• Manage the risk by eliminating it or minimising the impact
using control measures.
• See overleaf for explanations and examples of control measures.
• In practice: Your service procedures, hazard control log (risk assessment register) for documenting, and
WHS inspections will help with your control measures.
• Once you have managed the risk you need to evaluate the current risk or potential harm - how well is it
eliminated or managed?
• If not, look at an alternative control measure. Is this the best possible outcome?
• In practice: Evaluate using your safety checklist and the risk matrix overleaf whether the risk has been
reduced.
• Reviewing and ongoing monitoring of the risk or potential harm is needed to ensure it continues to be
managed as a low risk.
• Through this process you need to be vigilant in scanning and assessing the risk within your service.
• In practice: This can be done in daily safety checks, your regular WHS inspection, and making it a regular
topic at team meetings.

Reference: 

(Risk assessment and management, ACECQA, 2020) 
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