
RISK ASSESSMENT MANAGEMENT SYSTEM

THE “W” CHECKLIST

(See Pages 4-7 for explanatory notes of components of checklist)

	Activity: _________________________


	Date : _________________

	Venue  : ____________________


	Start Time : _______ End Time : _______

	Teacher-in-charge: ____________________


	Assistants: _________________________

                  _________________________



	WHY (LEARNING OBJECTIVES)



	
	WHAT
	
	Measures Taken if “NO”

	1


	Activity meets learning objectives/ outcomes


	Y/ N/ NA
	

	2
	Equipment

a) Availability of proper equipment

b) Equipment checked for usability
	Y/ N/ NA

Y/ N/ NA
	

	3
	Transport

a) Adequate and reliable transport provided
	Y/ N/ NA
	

	4
	Food

a) Food provided by licensed caterer

b) Credibility and menus confirmed
	Y/ N/ NA

Y/ N/ NA
	

	5
	Programme

a) Time and Tasks Planned 

b) Alternatives considered
	Y/ N/ NA

Y/ N/ NA
	

	
	WHO
	
	

	6
	Participants/ Leaders

a) Pre-activity training done

b) Objectives of activity communicated

c) Briefing and Preparation done

d) Medical Screening and Insurance Cover

e) Manageable Numbers
	Y/ N/ NA

Y/ N/ NA

Y/ N/ NA

Y/ N/ NA

Y/ N/ NA

Y/ N/ NA
	

	7
	Teachers 

a) 1: 20 participant ratio met

b) Availability of competent teachers to supervise activity

c) Availability of certified personnel to conduct activity

d) Able to mobilise safety procedures

during an accident e.g. search & rescue, first-aid, evacuation
	Y/ N/ NA

Y/ N/ NA

Y/ N/ NA

Y/ N/ NA
	

	
	WHERE
	
	

	8
	Static Venue

a) Availability of adequate accommodation

b) Accessible to extraneous assistance

c) Availability of storm shelter
	Y/ N/ NA

Y/ N/ NA

Y/ N/ NA
	

	9
	Variable Venue

a) Availability of Area Map

b) Reconnaissance of Area of Operations done 

c) If moving in hazardous terrain/ areas, precautions have been planned for

d) Accessible to extraneous assistance
	Y/ N/ NA

Y/ N/ NA

Y/ N/ NA

Y/ N/ NA
	

	10
	Water-bound Venue

a) Study of Tide-tables done

b) Consideration taken on direction and strength of currents

c) Water-traffic noted and precautions planned

d) Accessible to extraneous assistance

e) Possible obstacles evaluated and considered


	Y/ N/ NA

Y/ N/ NA

Y/ N/ NA

Y/ N/ NA

Y/ N/ NA
	

	
	WEATHER
	
	

	11
	Inclement Weather

a) Weather forecast taken note of

b) Procedures in place to manage group in bad weather

c) Alternative wet weather programme planned for
	Y/ N/ NA

Y/ N/ NA

Y/ N/ NA
	

	12
	Precautions planned for the following possibilities

a) Lightning

b) Storm

c) Heatstroke

d) Hypothermia (abnormal low body temperature)

e) Altitude sickness
	Y/ N/ NA

Y/ N/ NA

Y/ N/ NA

Y/ N/ NA

Y/ N/ NA
	

	
	WHEN
	
	

	13 
	Timing

a) Appropriate start/ stop time

b) Variability of timing taken in to consideration

c) Precautions planned for in case of change in timing


	Y/ N/ NA

Y/ N/ NA

Y/ N/ NA
	


	Date : _____________


EXPLANATORY NOTES OF “W” CHECKLIST






· Why
1
This refers to the specific objectives that the activity aims to achieve. It prompts the teacher-in-charge to :-

a) evaluate the purpose and appropriateness of the activity; 

b) to consider alternatives if activity is assessed to be inappropriate to achieve the main objectives.

· What

2
The “What” prompts the teacher-in-charge to assess the logistics for the activity in asking the following questions:-

a) Do the activities meet the objectives of the program?


b) Is proper equipment available for the activity?

c) Is the equipment of approved standards and checked for usability?

d) Has adequate and reliable transport been arranged for?

e) Does the food caterer possess an approved Outdoor Catering License?

f) Is the management of tasks and timing with proper rest periods planned for?

g) Have alternative activities been considered?

· Who

3
This prompts the teacher-in-charge to assess the readiness of the group. The teacher will have to consider the following with regard to the teachers / leader(s):

a) Is the 1 : 20 teacher-pupil ratio met?

b) Is the leader trained?
c) Is the leader competent?
d) Is the leader experienced?
a. Is the leader a holder of a relevant accreditation or National Governing Body Award(s)?

e) Does the leader have a proven record of professionalism?

f) Are there any assistant leaders?
g) What is the extent of their competence to assist?
h) To what extent will the inherent nature of the activity allow the leader to remain in control of the group?
i) Can the leader take physical control at any time?
j) Will the activity inevitably create situations where the leader does not have physical control?

4 With regard to the participants, the following will have to be considered:

a) All special needs of the group should be considered, including age,  experience, ability, interest, and likely behaviour. 


b) Is there a necessity to conduct pre-activity training?

c) Have the pupils been briefed on the various phases of the activity?

d) Are they aware of the expectations of their participation and performance?

e) Have arrangements been made for medical screening and insurance coverage?

f) Are the teachers / leaders able to manage the number of pupils?

· Where
5
Careful consideration should be given to this element, where the risk might be more controlled in a static venue (e.g., a residential adventure centre), and less controlled where the venue is variable (i.e., an expedition, journey). 

a) In a static venue, are there provisions for accommodation?

b) In a remote area of operations, are updated maps available for planning?

c) Has reconnaissance of the site(s)-of-operations been factored into the planning?

d) Have emergency evacuation plans been developed? 

e) Are there alternative shelters in case of inclement weather?

f) In a water-borne venue, have tide-tables been checked for the   appropriate time to conduct the activity?

g) Have the strength and direction of the currents been considered?

h) Have provisions been made for safety boats and trained personnel in lifesaving?

i) Have possible obstacles been considered and evaluated?

· When

6
In considering the timing, the following questions will have to be considered:-

a) Has the start/stop timing for each phase of the activity been carefully planned for?

b) Have precautions been planned for in case of delays in timing (e.g., in reaching a campsite after dusk?  

· Weather
7
There should be consideration as to whether this will have any intrinsic effect on the activity, e.g., rain on rock for a climbing session. There should also be consideration as to the extent a weather change which will affect the session.

a) Has the weather forecast been checked?

b) Are procedures in place to manage the group in inclement weather?

c) Has a “Wet Weather Programme” been planned for? 

d) Have precautions been planned for the following possibilities?

· lightning;

· storm;

· heat related exigencies, e.g heat exhaustion, heatstroke;

· hypothermia (abnormal low body temperature);

· altitude sickness.
Working the Checklist

8
The teacher-in-charge of the activity checks against the “W” Checklist on the various considerations to be taken prior to the conduct of the activity. The answer “N” (No) will indicate that this will contribute to some risk / hazard to the activity. If the answer to any component is “N”(No), then measures to counter this will have be taken and documented so as to either remove or reduce the risk / hazard.

ACTIVITY


(e.g. P5 Camp)





WHY


Clear, concise learning objectives


Alternative activities considered











WHO


Competent teachers


Certified Personnel


1:20 ratio


Ability to mobilise safety procedures


Participants briefed or trained


Medical screening and Insurance Coverage 





WEATHER


Wet weather preparations


Other weather –based considerations (lightning/ heatstroke/ hypothermia/ altitude sickness)





WHEN


Appropriate start/ stop time


Unforeseen Changes in timing








WHERE


Residential Venue Considerations


Mobile Venue Considerations


Water-bound Venue Considerations





WHAT


Activity achieves learning objectives


Equipment


Transport


Food 


Program/ Content








6

