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INTRODUCTION 
An integral part of the Sydney Writers’ Festival is the interaction and involvement with young people.  A large part of the 
festival is dedicated to educational visits by school parties to venues throughout the city. The school party presentations are 
specifically tailored to the age demographic with a specially curated program of talks to complement the school curriculum. 
The programs are divided into Primary and Secondary school days and Student Sessions.   
 
SWF recognizes its responsibility to ensure the safety of all who could be affected by these activities and in particular the 
risk of COVID community transmission. Jon Corbishley (the author) has been retained to assess risks related to these events 
and to make recommendations of preventative measures and remedial actions to reduce or mitigate those risks.  This 
document operates within the guidelines of ISO 31000 (2018) as an appendix to the overarching main assessment and 
provides analysis for each risk and details risk reduction strategies to ensure a safe event whilst protecting the reputation 
and core values of all stakeholders.    
 
 
SCOPE & CONTEXT OF ASSESSMENT 
This context of this document is limited to consideration of issues relating to school party visits during the festival week to 
six venues as follows: 
 
Primary School Days 
Thursday 29th April Joan Sutherland Performing Arts Centre – Penrith 
Friday 30th April  Sydney Town Hall 
Monday 3rd May  Sydney Town Hall 
Tuesday 4th May  The Concourse Concert Hall – Chatswood 
Wednesday 5th May Riverside Theatres – Parramatta 
 
Secondary School Days 
Friday 30th April  Seymour Centre - Chippendale 
Monday 3rd May  The Concourse Concert Hall – Chatswood 
Tuesday 4th May  Riverside Theatres – Parramatta 
 
Student Sessions 
Wednesday 28th April  Carriageworks  - Eveleigh 
 
 This document will act as an appendix to the overall event risk assessment.  Each venue operates its own COVID Safe plans 
and protocols for staffing and operating this aspect of the festival.  Other aspects of the festival such as risk relating to the 
production, build and operation are not within the scope of this assessment. 
 
Stakeholder consultation plus reviews of event plans have been carried out and risks identified.  These are ranked and 
prioritized in action plans within this document.  All reasonable steps shall be taken by SWF to reduce such risks that fall 
within their control, which might result in injury, litigation, negative perception or damage to the reputation of any 
stakeholder or the “Sydney Writers’ Festival” brand. 
 
Stakeholders should be reasonably confident that risks could be managed and controlled to acceptable levels through the 
implementation of the risk action plans within this document.  These plans are based upon current safety guidelines, 
relevant standards and industry best practice.  SWF contracts experienced event professionals and volunteer staff who are 
competent to operate these events to the appropriate standard.  
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METHODOLOGY 
ISO 31000:2018 (formerly AS/NZS 4360) forms the basis of risk management and is used as the terms of reference 
throughout this document and during the risk management process.  The following flow chart illustrates the stages of 
assessment and analysis used for this project: - 
 
             
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Research has been carried out into many previous events of varying types to identify hazards associated with this sort of 
activity.  The author also draws upon extensive worldwide experience of event safety along with knowledge of venue 
operations and regulation.  Event documentation from SWF and the venue has been used in the assessments.  Stakeholders 
have been consulted, research carried out and all input is considered.  Identified risks are listed in a Risk Register and 
assessed in terms of the likelihood of the risk occurring.  This is evaluated against the consequences that could result and a 
priority level (Extreme, High, Medium or Low) is allocated to each risk along with precautionary and remedial 
recommendations in the form of action checklists.  A residual risk value will determine the level of risk reduction if the 
control measures are acted upon by SWF and each venue’s operational staff and contractors prior to and during the event 
period.  As risk assessment is a continuous and dynamic process, the consultation phase will continue up to and during the 
event period and all aspects could be subject to change.  Following the circulation of this document, the input from 
stakeholders will be considered and recommendations reviewed prior to assignment of tasks to key personnel.  
 
Throughout the engagement, the author continues to assist the planning and operational teams to identify specific hazards 
and risks associated with their undertaking.  This process will ensure that SWF and the production team can respond 
effectively to emerging risks that may not have been identified within the scope of this document and unforeseen risks 
should they arise. 
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OPERATIONAL SUMMARY 
The following points indicate the main strands of the proposed events that will shape the assessments: 
 

• Engagement with young people an integral part of the festival 
• SWF invites school parties to attend presentations and workshops at six venues throughout Sydney 
• Morning sessions from 09:30 – 11:30 hrs.  Afternoon sessions from 12:30 – 14:15 hrs at all venues 
• Tickets available to schools via SWF ticketing platform 
• Each school arranges travel and meals for its students 
• Each venue provides temporary event infrastructure as required 
• SWF engages a Schools Manager for each venue to act as link between SWF, venue and school party  
• SWF engages proactive volunteers to facilitate ‘Front-of-House’ aspects of the events 
• Unique QR Code assigned to each venue to facilitate patron tracking 
• Robust cleaning protocols at each venue for high-traffic and high-touch areas 

 
 
SCOPE OF ASSESSMENTS 
This document concentrates upon areas of the events under the management or control of SWF jointly with Carriageworks 
that might adversely affect others.  Matters considered focus upon the safety of school students, teachers, presenters, 
volunteers and crew at each of the venues in the program.   Consideration is equally given to the safety of other persons 
who may be present at any of the venues whilst not attending the event.  Reputational damage to SWF and any 
stakeholders would be a major risk should an incident occur.  It is therefore considered in all aspects of this assessment.  
 

Other aspects of SWF operations such as routine administration or the financial risks incurred by underwriting the 
resourcing of a major writers’ festival are not within the scope of this document and should be the subject of separate 
assessments.   
 
 
OTHER RELEVANT DOCUMENTATION 
Additional supporting documentation relevant to the proposed event has been produced by SWF and their suppliers.  These 
should be read and referred to in conjunction with this assessment report.  The list includes (but is not limited to): 
 

• Venue and festival COVID-19 plans 

• SWF Festival programme and session timetables 

• Scholl transport and student welfare procedures [including dietary requirements] 

• Specific venue policies, emergency procedures and protocols 
 

 

 
LIKELIHOOD OF RISK 
 

Likelihood Description 
 Almost Certain Expected to impact entity activities or objectives multiple times 
 Likely Will probably impact entity activities or objectives from time to time 
 Possible May impact entity activities or objectives at some time 
 Unlikely Known to occur; Not likely to impact entity activities or objectives 
 Rare Never heard of it occurring; May occur in exceptional circumstances 
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CONSEQUENCE OF RISK 
The outcome of each risk is categorized in this document from ‘Insignificant’ to ‘Catastrophic’.   Assessment of risk is so 
much wider than WHS and trip hazards.  Reference is made in some categories regarding risk to the reputation and 
perceived integrity of SWF and other stakeholders.   Varying levels of severity of consequence for each risk are referred to in 
the consequence matrices under the following headings: 
 

Insignificant Minor Moderate Major Catastrophic 
Health & Safety 

Minor injury; No 
treatment required 

Minimal medical; 
Little or no impact 

upon event or 
entity operations 

Medical treatment 
required and/or 
Lost time injury; 
Short disruption 

to an event of 
entity operations 

Extensive or 
multiple injuries or 

illness; 
Hospitalisation 

required; 
Impact on meeting 
event requirements 

or some entity 
operations 

Death of one or 
more persons; 

Significant impact 
to the entity (or 
precinct) with 
closure and/or 
investigation 

Social, Cultural, Reputation or Media 

Minor social 
impacts or local 
complaints; No 
adverse public 

interest 

Media attention, 
heightened 
community 
concern or 

medium-term 
social impacts 

Localised adverse 
media and public 
attention; Loss of 

sponsorship or 
major supporter 

Significant adverse 
media and public 

attention damaging 
reputation; Future 

events affected 

National or 
International news 

coverage and 
public outcry 
threatening 

business; Total loss 
of event 

Legal 

No regulatory 
intervention; 

No disruption to 
entity operations 

Minor legal issue; 
Possible non-

compliances or 
minor breach 
without fines; 

Proactive steps 
required; 

Minimal disruption 
to entity 

operations 

Breach of 
regulation with 
investigation or 

report to 
authority; 

Prosecution or 
moderate fine 

possible; 
Mediation 
required; 

Disruption to 
entity operations 

(hours) 

Major breach of 
regulation; 

Major litigation or 
external 

investigation; 
Disruption to entity 

operation (days) 

Significant 
prosecution or 

fines; 
Very serious 

litigation including 
class action; 

Severe entity 
disruption for an 
extended period 

Financial     

Less than $10k Loss Up to $100k Loss Up to $500k Loss Up to $2m loss More than $2m 
loss 

Environment 

Contained incident; 
No apparent 

environmental 
impact 

Contained 
Environmental 

incident; 
Minimal adverse 
environmental 

impact;  
Immediate 

remediation; 
Short term impact 

Moderate 
environmental 

damage;  
Short term 

environmental 
impact with some 
remediation work 

required 

Severe 
environmental 

damage; 
Medium to Long 

term environment 
impact;  

Significant 
remediation work 

required 

Environmental 
disaster; 

Permanent 
detrimental impact 

on the 
environment; 

Failure to meet any  
sustainability goals  

 

The risks analysed in each section are listed in the Risk Register.  A series of checklists detailing measures suggested to 
reduce the likelihood or consequences of each risk is included in this document. 
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ORGANIZER’S INTENTIONS TOWARD SAFETY 
It is the intention of SWF to organize and operate safe events, which will maintain their reputation as one of one of the 
world’s leading and most beloved literary institutions.  SWF warrants that all reasonable steps will be taken to reduce such 
risks that fall within their control that might result in litigation, negative perception of the “Sydney Writers’ Festival" brand 
or the reputation and core values of any sponsor, donor or stakeholder.   
 
 

SWF seeks to demonstrate their commitment to a risk management system that will encourage a culture of safety 
throughout the organization, their staff, contractors and suppliers toward safe and successful experiences.   Under WHS 
legislation the promoter or venue hirer [SWF] as an entity is considered to be a “Person Carrying out a Business or 
Undertaking” [PCBU] and therefore has shared obligations with each venue as “Controller of Premises” to provide a safe 
working environment for staff, volunteers and all those affected by the undertaking.  SWF engages a professional manager 
and volunteers to operate at each venue and these will share some liability for risks posed by this undertaking. The author 
continues to work with SWF to ensure that they exercise their duty of care and that unforeseen and emerging risks are 
addressed.   
 
CONSULTATION WITH STAKEHOLDERS 
Communication and consultation with stakeholders underpins effective risk management.  Accordingly, the author has 
consulted with the persons and sources listed below to obtain insight into concerns that may be held regarding the 
proposed events. Comments from these stakeholders are carefully considered during the risk identification, analysis and 
evaluation process. Feedback is encouraged and input from stakeholders will be incorporated into later versions of this 
document.   
 
 

Stakeholder Source Function Method 

Sydney Writers’ 
Festival 

Aden Dalton Wessels 
aden@swf.org.au   

Head of Production 
and Operations 

Regular email communications, 
telephone calls and “Zoom” meetings. 
Reference to event documentation 

Sydney Writers’ 
Festival 

Andrew Bondfield 
production@swf.org.au      Production Manager Regular meetings, and email 

exchanges  
Sydney Writers’ 
Festival Kylie Anania kylie@swf.org.au  Head of 

Development  
Regular meetings, and email 
exchanges 

Sydney Writers’ 
Festival Amy Conway operations@swf.org.au  Operations 

Manager  
Regular meetings, and email 
exchanges 

Sydney Writers’ 
Festival Amelia Lush amelia@swf.org.au  Head of Children’s 

and YA Programs 
Regular meetings, and email 
exchanges 

Sydney Writers’ 
Festival Erin Garman erin@swf.org.au  Ticketing Manager Regular meetings, and email 

exchanges 
Sydney Writers’ 
Festival Louise Davidson louise@swf.org.au    Head of Customer 

Relations  
Zoom meetings 3rd November 2020; 
Email exchanges 

Sydney Writers’ 
Festival Ashleigh Morton ashleigh@swf.org.au    Office Manager Zoom meetings 3rd November 2020; 

Email exchanges 

Sydney Writers’ 
Festival Misty McPhail misty@swf.org.au    

Volunteers & 
Internships 
Manager 

Zoom meeting 8th February 2021 and 
email exchanges 

Sydney Writers’ 
Festival Brooke Webb brooke@swf.org.au CEO Regular meetings, and email 

exchanges  

Riverside 
Theatre 

Marijana Jevremov 
VenueHire_Riverside@cityofparramatta.
nsw.gov.au  

Venue Hire Email exchanges 

Carriageworks Megan Davis  
megan.d@carriageworks.com.au  Head of Operations 

Zoom meeting 4th February 2021, site 
meetings 15th & 23rd February and 
email exchanges 
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Stakeholder Source Function Method 

Concourse 
Theatre 

David Banks 
david.banks@century.com.au Venue contact Email exchanges 

City of Sydney Michelle Elliott 
melliott1@cityofsydney.nsw.gov.au 

Venue contact for 
Sydney Town Hall Email exchanges 

Joan 
Sutherland 
Performing Arts 
Centre 

Haydn Vredegoor 
haydn.vredegoor@penrith.city Venue contact Email exchanges 

Seymour 
Centre 

Collette Vella 
colettev@seymour.sydney.edu.au Venue contact Email exchanges 

Sydney Writers’ 
Festival 

https://www.swf.org.au/primary-school-
days-2021/  

Primary School 
information from 

organiser’s website 
Reference to festival and event 
information – accessed 10/03/2021 

Sydney Writers’ 
Festival 

https://www.swf.org.au/secondary-
school-days-2021/  

Secondary School 
information from 

organiser’s website 
Reference to festival and event 
information – accessed 10/03/2021 

Joan 
Sutherland 
Performing Arts 
Centre 

https://www.thejoan.com.au/education/i
nformation-for-school-groups/  

Information for 
schools from venue 

website 
Reference to venue information – 
accessed 15/03/2021 

Seymour 
Centre 

https://www.seymourcentre.com/media/
2x0mjdoy/schools-risk-assessment-
information-2021.pdf  

Venue website Reference to venue information – 
accessed 15/03/2021 

Riverside 
Theatre  

https://riversideparramatta.com.au/wp-
content/uploads/Risk-
Assessment_Riverside-Theatres-
Generic_2018.pdf  

Risk assessment 
from venue website 

Reference to venue information – 
accessed 15/03/2021 

Riverside 
Theatre 

https://riversideparramatta.com.au/wp-
content/uploads/Information-for-School-
Groups-2021.pdf  

Information for 
schools from venue 

website 
Reference to venue information – 
accessed 15/03/2021 

Carriageworks https://carriageworks.com.au/venues/ba
y-20/ Venue website Reference to venue information – 

accessed 30/10/2020 
NSW Office of 
Children’s 
Guardian 

https://www.kidsguardian.nsw.gov.au/ch
ild-safe-organisations/working-with-
children-check  

Working with 
Children Check 

Reference to NSW OCG WCC check 
information accessed 30th January 
2021 

Australian 
Council for the 
Arts 

https://www.australiacouncil.gov.au/pro
grams-and-resources/major-festivals-
initiative/  

Core funder’s 
website 

Reference to resourcing information – 
accessed 15/03/2021 

The Safety 
Officer 

Jon Corbishley 
jc@thesafetyofficer.com  Assessor Consulting with stakeholders 

 
Consultation will continue throughout the planning and build phases of these events and this document will be continuously 
updated to reflect changes in stakeholder opinion or new information as it becomes available.  
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RISK REGISTER 
Risks identified during the consultation process have been assessed according to the likelihood and the consequences of 
their occurrence.   Risks are listed below in order of severity.  
 

Inherent risks designated as EXTREME requiring immediate action (all work stops until risks are eliminated or 
reduced to acceptable levels)  
 

 None identified   
Total EXTREME Risks 0 

 
 
Inherent risks designated as HIGH requiring organizer’s corrective action as recommended in checklists attached to 
this document to reduce risk levels: 
 

SFD 03 Community transfer of COVID-19 virus HIGH 
Total HIGH Risks 1 

 
 
Inherent risks designated as MEDIUM requiring organizer’s corrective action as recommended in checklists attached 
to this document to reduce risk levels: 
 

SFD 01 OHS/WHS incident involving school student MEDIUM 
SFD 02 Risk of collision between student and vehicle MEDIUM 
SFD 04 Risks relating to highly tactile student’s activities MEDIUM 
SFD 06 Risks relating to working with children MEDIUM 
SFD 08 Emergency Evacuation MEDIUM 
SFD 09 Blocked or obstructed exit routes MEDIUM 

Total MEDIUM Risks 6 
 
 
 
Inherent Risks designated as LOW to be managed by routine procedures as recommended in checklists attached to 
this document to reduce risk levels: 

SFD 05 Venue over-capacity risk LOW 
SFD 07 Sudden crowd migration leading to lack of social distancing LOW 
SFD 10 Lost child at writers’ festival LOW 

Total LOW Risks 3 
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Risk Ref: SFD 01 – WHS/OHS incident involving school student 
Possible 
Cause: 

Crew or contractor acting in unsafe manner or against legislation;  
Crew working under tight time constraints, build incomplete on school visit days 
Worker unaware of proximity of school student, complacency or lack of work ethic 

Potential 
Impact: 

Potential for injuries; delays, lost time, staff, crew or contractor dismissals, non-
compliance prosecution(s); Insurance voiding 
Postponement or cancellation of school visit, doubts over future events 
Negative perception of festival and damage to “SWF” brand 

 

SEVERITY OF INHERENT RISK IS INDICATED BY RED BORDER 
 

Assessment Matrix Insignificant Minor Moderate Major Catastrophic 

Rare Low Low Medium Medium High 
Unlikely Low Medium Medium High High 
Possible Low Medium High High  Extreme 

Likely Medium Medium High High  Extreme 

Almost Certain Medium High High Extreme  Extreme 
 

AVOID THE RISK 
Do not carry out the activity  TRANSFER THE RISK 

Insurance cover for the activity  TREAT THE RISK 
Instigate control measures (below)  ACCEPT SOME RISK 

May not be viable to treat 
 
Recommended control measures to reduce likelihood:                                             Initials 
Each venue to employ only competent, recommended, industry recognized suppliers, contractors 
and crews with proven track records within their sphere of operations. 

 

Production schedules to allow for realistic build times and contingency hours to minimize 
possibility of work during public or school visits.  

 

All contractors and suppliers to submit safety documentation, evidence of training, competences 
and appropriate liability insurance to Production Manager for review prior to commencement of 
production build. 

 

Production Manager to ensure that all staff and crew are fully briefed as to production specific 
hazards particularly on school visit days if any work to be carried out near students. 

 

Production Manager to ensure that tasks carried out mirror content of contractors’ SWMS as 
supplied to SWF.  All crew members involved in operational work to sign-off that they have read 
and understand SWMS pertaining to their allocated tasks. 

 

Working personnel to be aware of challenges involved with movement and use of plant and 
equipment such as forklifts around venues. Plant movement to be restricted to defined working 
areas.  Spotters to be present at all times if forklifts unloading trucks in public areas. 

 

Production Manager and suppliers to supervise all crew and contractors during work operations.  

Residual Risk: Rare Moderate Medium 
 
Recommended control measures to reduce consequences:                                                        Initials 
Each venue and SWF key staff to provide “first-response” for the majority of injuries that may 
arise. Serious injuries or medical conditions will require NSW Ambulance intervention via 000. 

 

Accidents, injuries or near misses to be reported, fully documented and debriefed  
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Risk Ref: SFD 02 – Risk of collision between student and vehicle 
Possible 
Cause: 

Students in shared pathways unaware of [or unconcerned by] movement of vehicles  

Insufficient or incorrect safety briefings; Participants distracted or inattentive 

Inadequate parental or teacher supervision 
Lack of safety staff, appropriate signs and barriers to divert pedestrians away from 
loading dock, shared pathways or other high-risk area during vehicle movements 
Unplanned vehicle movement, incorrect timing or deviation onto pedestrian area  

Potential 
Impact: 

Injuries or property damage; delays, staff or contractor dismissals   
Litigation, delays, suspension, postponement or cancellation of school visit 

Negative perception of festival and damage to “SWF” brand 
 

SEVERITY OF INHERENT RISK IS INDICATED BY RED BORDER 
 

Assessment Matrix Insignificant Minor Moderate Major Catastrophic 

Rare Low Low Medium Medium High 

Unlikely Low Medium Medium High High 
Possible Low Medium High High Extreme 
Likely Medium Medium High High Extreme 
Almost Certain Medium High High Extreme Extreme 

 
AVOID THE RISK 

Do not carry out the activity 
 TRANSFER THE RISK 

Insurance cover for the activity 
 TREAT THE RISK 

Instigate control measures (below) 
 ACCEPT SOME RISK 

May not be viable to treat 
 
Recommended control measures to reduce likelihood:                                                         Initials 
All briefings and pre-event instructions to suppliers to make clear that event will take place with 
pedestrians and school students etc. in close vicinity.   

 

Venue Manager to ensure that clear and safe parking or drop-off area for vehicles or school 
buses is maintained from external road through to venue entry [Volunteers to assist to ensure 
safe pedestrian route for school students from buses]. 

 

Appropriate number of responsible adults to accompany and supervise all school students during 
visit. 

 

Production Manager to ensure that work area is appropriately signed and protected with bollards 
to exclude pedestrians [and offer alternative route] during any work activities. 

 

Supply or delivery drivers to be briefed and instructed to wait at venue entry until area deemed 
safe to enter or spotter is available to escort them carefully to the working area. 

 

Traffic Manager to ensure that appropriate number of spotters accompany vehicles to and from 
the work area safely through any pedestrian areas. [All personnel to be mindful and extra 
vigilant for children in the area on schools or family day]. 

 

Any food outlet vehicles to be positioned in agreed area and fully immobilized pre-event.  
Operators to understand and agree that no vehicle is to be moved post-event without 
authorisation and only when accompanied by spotters.   

 

Residual Risk: Rare Major Medium 

 
Recommended control measures to reduce consequences:                                     Initials 
Each venue and SWF key staff to provide “first-response” for the majority of injuries that may 
arise. Serious injuries or medical conditions will require NSW Ambulance intervention via 000. 

 

Accidents, injuries or near misses to be reported, fully documented and debriefed  
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Risk Ref: SFD 03 – Community transfer of COVID-19 virus 
Possible 
Cause: 

Staff, volunteer, patron or child ignoring COVID-19 plan and precautions 
Lack of effective patron tracking [QR code and Service NSW smartphone app] 
Lack of adequate hygiene or cleaning protocols for high traffic areas and surfaces  
Close contact potential in certain festival environments [book stores] 
Inadequate social distancing of staff or patrons; refusal to wear PPE such as masks 
Inadequate time between sessions for appropriate cleaning; shortage of cleaners 

Potential 
Impact: 

Infections; closure of Blacksmith’s Workshop; Partial or full closure of precinct  
High proportion of schools refuse to attend this or future events 
Staff shortages due to fear;  poor patron or student experience, bad reviews  
Negative perception of festival and damage to “SWF” brand 

 

SEVERITY OF INHERENT RISK IS INDICATED BY RED BORDER 
 

Assessment Matrix Insignificant Minor Moderate Major Catastrophic 
Rare Low Low Medium Medium High 
Unlikely Low Medium Medium High High 
Possible Low Medium High High Extreme 
Likely Medium Medium High High Extreme 
Almost Certain Medium High High Extreme Extreme 

 
AVOID THE RISK 

Do not carry out the activity 
 TRANSFER THE RISK 

Insurance cover for the activity 
 TREAT THE RISK 

Instigate control measures (below) 
 ACCEPT SOME RISK 

May not be viable to treat 
 
Recommended control measures to reduce likelihood:                                                         Initials 
SWF and each venue to publish clear COVID safe plans and ensure all staff and school parties 
are fully briefed and made aware of the plans’ requirements. SWF marketing and social media to 
include references to COVID Safe events 

 

SWF and each venue to agree protocols for staff screening, student and patron tracking at entry 
points including NSW Health QR code with smartphone app scanning. Front-of-House staff and 
volunteers to have the option to request a temperature check if a patron appears to be 
exhibiting signs or symptoms of COVID-19. 

 

Each venue to reserve the right to deny entry and recommend testing to any individual or group 
who appear to be displaying signs or symptoms of COVID-19 virus.   

 

SWF to ensure their own policies and procedures in relation to reduction of virus transmission 
risk accurately reflect the current NSW Health orders. 

 

All Event-specific inductions, training and briefings to include COVID Safe procedures and 
behavioural expectations for all staff and volunteers.  

 

Front-of-House staff and volunteers to proactively ensure that students, teachers and parents 
adhere to particular protocols such as social distancing and hand sanitising during the activities 
and sessions of the festival. 

 

SWF appointed manager to regularly liaise with each venue’s management to monitor the 
effectiveness of their COVID Safe plans and to adjust and update as required.  

 

Residual Risk: Rare Major Medium 
 
Recommended control measures to reduce consequences:                                       Initials 
SWF and each venue to agree precise guidelines and protocols for handling a suspected or 
confirmed case at the precinct. 

 

Each venue and SWF key staff to provide “first-response” for the majority of injuries that may 
arise. Serious injuries or medical conditions will require NSW Ambulance intervention via 000. 

 

Accidents, injuries or near misses to be reported, fully documented and debriefed  
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Risk Ref: SFD 04 – Risks relating to highly tactile student’s activities  
Possible 
Cause: 

Reading, drawing and writing activities using shared books, pencils etc.  

Occasions of ‘one-on-one’ activities with minimal social distancing 

Inadequate cleaning or sanitisation of high-touch surfaces 
Children, parents or staff ignoring or unaware of COVID-19 restrictions and protocols 
for the activities at some venues   

Potential 
Impact: 

Infections; Partial or full closure of venue 
High proportion of school parties refuse to attend this or future events 
Poor student experience; Postponement or cancellation of part of or entire festival 
Negative perception of festival and damage to “SWF” brand 

 

SEVERITY OF INHERENT RISK IS INDICATED BY RED BORDER 
 

Assessment Matrix Insignificant Minor Moderate Major Catastrophic 
Rare Low Low Medium Medium High 

Unlikely Low Medium Medium High High 
Possible Low Medium High High Extreme 
Likely Medium Medium High High Extreme 
Almost Certain Medium High High Extreme Extreme 

 
AVOID THE RISK 

Do not carry out the activity  TRANSFER THE RISK 
Insurance cover for the activity 

 TREAT THE RISK 
Instigate control measures (below)  ACCEPT SOME RISK 

May not be viable to treat 
 
Recommended control measures to reduce likelihood:                                                         Initials 
SWF staff and volunteers to maintain agreed capacity in each session area.  Overall area to be 
allocated a capacity figure to be divided into individual activities with physical separation.  

 

Unique QR code to be assigned to each venue and all patrons to scan on Service NSW app at 
entry points. [Teachers or guardians to provide and maintain accurate lists of accompanied 
students to each venue to ensure accurate tracking]. 

 

Tablet to be available with Service NSW webpage available for entry of patron details if particular 
smartphone not available or operating https://www.nsw.gov.au/sites/default/files/2020-
09/COVID-19-record-of-visitors-at-premises-form.pdf 

 

SWF staff and volunteers to monitor queue lines and pedestrian flow into session areas to ensure 
capacity of areas is not exceeded.  Use of hand tally counters to monitor numbers along with 
visual checks and other electronic methods if available. 

 

SWF to devise strategies to minimize risk of virus transfer whilst maintaining students’ interest 
and enjoyment of sessions and peripheral activities.     

 

Facilitators of activities [such as bookshop] to be provided with full PPE [masks and gloves] as 
reqd. [Regular sanitizing regime to be instigated] 

 

SWF, schools and venues to formulate and instigate strategies to limit crowding in high-traffic 
areas [such as bookshops] by limiting numbers or separating students into smaller groups. 

 

Residual Risk: Rare Moderate Medium 
 
Recommended control measures to reduce consequences:                                       Initials 
Each venue and SWF key staff to provide “first-response” for the majority of injuries that may 
arise. Serious injuries or medical conditions will require NSW Ambulance intervention via 000. 

 

Accidents, injuries or near misses to be reported, fully documented and debriefed  
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Risk Ref: SFD 05 – Venue capacity risks 
Possible 
Cause: 

Incorrect counting or scanning of student numbers during ingress to venue 

Pressure from teacher to admit additional children whilst particular area at capacity 
Potential 
Impact: 

Teacher or parental distress or concern due to potential of virus transmission 

Partial or full closure of venue. Cancellation of part or all of festival 
Prosecutions due to non-compliance with COVID-19 regulation or NSW Health order 

Negative perception of festival and damage to “SWF” brand 
 

SEVERITY OF INHERENT RISK IS INDICATED BY RED BORDER 
 

Assessment Matrix Insignificant Minor Moderate Major Catastrophic 

Rare Low Low Medium Medium High 

Unlikely Low Medium Medium High High 
Possible Low Medium High High Extreme 

Likely Medium Medium High High Extreme 

Almost Certain Medium High High Extreme Extreme 
 
Recommended control measures to reduce likelihood:                                                         Initials 
Capacity of festival area footprint at each venue and numbers of tickets to be agreed prior to 
event day and confirmed prior to school party visits [refer to NSW Health Order for venue 
occupant capacity]. 

 

Each venue to formulate, instigate and monitor efficient ticket scanning and validating method 
for smooth entry to school party area.    

 

Each venue to be divided into agreed capacity areas for each session with dedicated ticket holder 
queue lanes and ingress points. Each area to be clearly signed at point of entry to reduce 
confusion. 

 

Box office to be open and staffed with strategy in place to assign tickets [if space and capacity 
available] to spontaneous school parties who have not pre-registered.  

 

Protocol to be agreed between SWF manager and each venue’s management for resolution of 
disputes regarding unsuitable patrons or potential for venue over-capacity. 

 

Residual Risk: Rare Minor Low 
 
Recommended control measures to reduce consequences:                                     Initials 
Each venue to ensure that an assertive and confident member of staff at senior level is present 
at all times at venue entry point to monitor and resolve entry disputes or pressure from parent or 
teacher to enter when venue is at capacity or for uninvited or unsuitable person(s).  

 

Accidents, injuries or near misses to be reported, fully documented and debriefed.  
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Risk Ref: SFD 06 – Risks associated with working with children 
Possible 
Cause: 

Lack of effective recruitment; unsuitable or previously convicted persons employed 
for roles at school or festival 
Inadequate control measures to filter out undesirables attracted to children’s event  
Inadequate parental or teacher’s supervision or potential for unaccompanied children 
Staff or volunteer complacency or lack of vigilance for unusual or undesirable activity 

Potential 
Impact: 

Child distress abduction or injury; parental or school anger and backlash 
Disruption or cancellation; Litigation; Loss of confidence in SWF 
Negative perception of festival and damage to “SWF” brand 

 

SEVERITY OF INHERENT RISK IS INDICATED BY RED BORDER 
 

Assessment Matrix Insignificant Minor Moderate Major Catastrophic 

Rare Low Low Medium Medium High 
Unlikely Low Medium Medium High High 
Possible Low Medium Medium High Extreme 
Likely Medium Medium High High Extreme 
Almost Certain Medium High High Extreme Extreme 

 
Recommended corrective actions to reduce likelihood:                                                                                           Initials 

SWF to ensure that key managers, staff and volunteers engaged who might be interacting 
directly with children have up-to-date “Working with Children” registration  
https://www.kidsguardian.nsw.gov.au/child-safe-organisations/working-with-children-check 
[Evidence of current WCC registration to be produced before issue of any accreditation].  

 

SWF HR to ensure that all roles involving children are profiled appropriately to key staff and 
volunteers. [Ideally key roles to be assigned to long-term regular, experienced employees].  

 

SWF, and each venue to ensure that all staff are appropriately trained, briefed and aware of their 
responsibilities.  

 

School party sessions and activities to require students to be accompanied by appropriate 
number of responsible adults at all times [each school to determine ratio of students to adults]. 
An unaccompanied child to trigger immediate response by staff or volunteer.  

 

Staff rosters, festival sessions and activities to be arranged in a manner that minimizes potential 
for lone adult to be with unrelated child 

 

Teachers and chaperones to fully supervise all children and ensure that none are ever left alone 
with a single member of staff. 

 

Staff and volunteer training and briefings to include protocols for reporting suspicious individuals 
or circumstances with follow-up actions.  

 

SWF to ensure that ‘missing child’ procedures tally with each venue’s existing protocols.  

SWF core team to remain on standby cover short-notice staff shortages.   

Residual Risk: Rare Major Medium 
 
Recommended corrective actions to reduce consequences:                                                                                   Initials 
SWF to maintain up to date contact information and volunteer database should they require 
short-notice replacement of WCC registered staff or crew. 

 

Any related incidents to be reported, fully documented and debriefed  

SWF senior management to be available at short-notice during event period as needed.  
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Risk Ref: SFD 07 – Sudden crowd migration leading to lack of social distancing 
Possible 
Cause: 

Unannounced arrival of high-profile guest or VIP in student session 

Social media or rumours suggesting arrival of high-profile VIP 
Potential 
Impact: 

Excitement, anxiety, distress or discomfort in localized high-density crowd.  

Loss of queue integrity, social distancing protocols and possibility of infection transfer 

Negative perception of festival and damage to “SWF” brand 
 

SEVERITY OF INHERENT RISK IS INDICATED BY RED BORDER 
 

Assessment Matrix Insignificant Minor Moderate Major Catastrophic 

Rare Low Low Medium Medium High 

Unlikely Low Medium Medium High High 
Possible Low Medium High High Extreme 
Likely Medium Medium High High Extreme 

Almost Certain Medium High High Extreme Extreme 
 
Recommended control measures to reduce likelihood:                                                         Initials 
Venue security and staff to be fully briefed in advance of any plans to bring high-profile guest or 
entertainer, into student session for “meet and greet” or impromptu presentation etc. [SWF to 
assign additional staff and volunteers as required].  

 

SWF to assign clear contractual responsibility upon guest’s management to ensure VIP remains 
away from public areas during event unless by prior agreement. [Contingency to be in place for 
immediate removal of guest if overly high student excitement or attendance or high-density 
crowd causes risk in any area].   

 

Guest and patron management to include social distancing protocols around talent or VIPs in 
public areas [particular attention to be paid to this if autograph or book signing likely]. 

 

SWF and venue to ensure clearly understandable form of pass or accreditation system in place 
plus signage or isolation of location to prevent student access to restricted areas Back of House. 

 

SWF and venue security to agree entry and exit routes and arrival timings for VIP to allow for 
preparation of area / allocation of media area etc. as needed. 

 

Residual Risk: Rare Minor Low 
 
Recommended control measures to reduce consequences:                                     Initials 
Each venue to ensure all escape routes are clearly marked and unobstructed to ensure free 
movement in the event of sudden migration. 

 

Each venue and SWF key staff to provide “first-response” for the majority of injuries that may 
arise. Serious injuries or medical conditions will require NSW Ambulance intervention via 000. 

 

Accidents, injuries or near misses to be reported, fully documented and debriefed.  
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Risk Ref: SFD 08 – Emergency Evacuation 
Possible 
Cause: 

Fire or incident in or around venue; audience issue or localized high density 

Partial or complete collapse of temporary event infrastructure 
Serious external incident in locality or neighbourhood necessitating evacuation 

Potential 
Impact: 

Student discomfort and disquiet; uncontrolled crowd movements, injuries 
Session delay, postponement or cancellation 

Negative perception of festival and damage to “SWF” brand 
 

SEVERITY OF INHERENT RISK IS INDICATED BY RED BORDER 
 

Assessment Matrix Insignificant Minor Moderate Major Catastrophic 

Rare Low Low Medium Medium High 

Unlikely Low Medium Medium High High 
Possible Low Medium High High Extreme 
Likely Medium Medium High High Extreme 

Almost Certain Medium High High Extreme Extreme 
 

AVOID THE RISK 
Do not carry out the activity  TRANSFER THE RISK 

Insurance cover for the activity  
TREAT THE RISK, 

Instigate control measures 
(below) 

 ACCEPT SOME RISK 
May not be viable to treat 

 
Recommended control measures to reduce likelihood:                                                        Initials 
SWF & each venue to review all risk management plans and event evacuation procedures 
including routes around neighbouring buildings. Review to ensure that all their risk management 
plans dovetail in with existing venue emergency plans and protocols and include all assembly 
areas and emergency services entry routes. 

 

SWF to ensure that all students’ session operators, presenters and support staff have fully 
understood ‘ShowStop’ and emergency evacuation procedures for all activities including primary 
& secondary assembly areas [all inductions to be documented and signed off]. 

 

Each venue to ensure emergency escape routes are clearly marked, signed and unobstructed.  
Venue to ensure that all ‘first-attack’ fire-fighting equipment they have supplied is fit for 
purpose, easily visible, compliant with Australian Standards and fully tested and tagged.  

 

Residual Risk: Rare Moderate Medium 
 
Recommended control measures to reduce consequences:                                     Initials 
Each venue to ensure all escape routes are clearly marked and unobstructed to ensure free 
movement in the event of evacuation.  Evacuation routes to consider simultaneous movement of 
persons from multiple adjacent buildings within the area. 

 

Each venue to establish efficient communications between SWF, medical, security, Police and 
other responding services to liaise in the event of incident or emergency [agree roles and 
responsibilities in event of evacuation]. 

 

SWF to ensure that all volunteer resources at the venue can be used under the direction of the 
Chief Warden and senior management team who will coordinate the initial response to any 
emergency.  

 

SWF to ensure that all student session operators are aware of how to manage their staff in an 
incident or emergency and able to evacuate the venue in a safe and controlled manner. 

 

SWF to ensure that full information can be provided to all students and teachers via public 
address in the event of evacuation.  SWF to ensure presenters and session leaders are fully 
briefed regarding prepared announcements, calming messages and emergency protocols.  

 

Each venue and SWF key staff to provide “first-response” for the majority of injuries that may 
arise. Serious injuries or medical conditions will require NSW Ambulance intervention via 000. 
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Risk Ref: SFD 09 – Risk of blocked or obstructed fire escape routes 
Possible 
Cause: 

Storage of equipment or road cases where they obstruct escape routes 
Students sitting or backpacks placed in front of exit doors 
Construction of temporary event infrastructure obstructing exit doors.  
Unsupervised, inconsiderate parking around venue obstructing egress routes 

Potential 
Impact: 

Injuries or fatalities if students unable to escape area in emergency 
Prosecutions for offences in relation to obstruction of fire escapes 
Negative perception of festival and damage to “SWF” brand 

 

SEVERITY OF INHERENT RISK IS INDICATED BY RED BORDER 
 

Assessment Matrix Insignificant Minor Moderate Major Catastrophic 

Rare Low Low Medium Medium High 
Unlikely Low Medium Medium High High 
Possible Low Medium High High Extreme 
Likely Medium Medium High High Extreme 
Almost Certain Medium High High Extreme Extreme 

 

AVOID THE RISK 
Do not carry out the activity  TRANSFER THE RISK 

Insurance cover for the activity  
TREAT THE RISK, 

Instigate control measures 
(below) 

 ACCEPT SOME RISK 
May not be viable to treat 

 
Recommended control measures to reduce likelihood:                                                                     Initials 
SWF Production Manager to agree positioning and storage of empty road cases, forks or other 
unused event infrastructure around complex including Blacksmith’s Workshop to ensure that no 
escape routes are blocked or obstructed. 

 

SWF crew and contractors to ensure that equipment and cases do not obstruct signage that 
designates escape routes.  
Venue to sign-off “clear” escape routes after final pre-event inspection.  Regular random 
monitoring to ensure no transgressions.   
Regular monitoring by SWF staff and volunteers during the children’s’ activities to ensure that 
bags, strollers and other objects are not placed in or against exits in a manner that might 
obstruct a sudden egress.  Staff to be briefed to monitor guests’ behaviour and move or cloak 
bags where possible.  

 

All staff, security and volunteers to monitor area and ensure that plant or vehicles are not 
parked in shared roadway or obstructing exits whilst the Blacksmith’s Workshop is occupied.   
All exit signs to be prominent, unobstructed and clearly illuminated. [Any exit that is concealed 
behind a drape line to have additional prominent exit signs installed and clear designation of 
break in drape for egress].  

 

Residual Risk: Rare Moderate Medium 

 
Recommended control measures to reduce consequences:                                                         Initials 
Each venue and SWF key staff to provide “first-response” for the majority of injuries that may 
arise. Serious injuries or medical conditions will require NSW Ambulance intervention via 000. 

 

Accidents, injuries or near misses to be reported, fully documented and debriefed  
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Risk Ref: SFD 10 – Lost child at festival 
Possible 
Cause: 

Staff receiving report of lost child at festival from distressed parent or teacher 

Unaccompanied child presenting at festival or discovered by staff or volunteer nearby 
Potential 
Impact: 

Distressed parent, teacher or child; Danger to lone child in venue complex 
Disruption, delays, suspension or cancellation of festival 

Negative perception of festival and damage to “SWF” brand 
 

SEVERITY OF INHERENT RISK IS INDICATED BY RED BORDER 
 

Assessment Matrix Insignificant Minor Moderate Major Catastrophic 
Rare Low Low Medium Medium High 
Unlikely Low Medium Medium High High 
Possible Low Medium High High Extreme 
Likely Medium Medium High High Extreme 
Almost Certain Medium High High Extreme Extreme 

 
AVOID THE RISK 

Do not carry out the activity  TRANSFER THE RISK 
Insurance cover for the activity  TREAT THE RISK 

Instigate control measures (below)  ACCEPT SOME RISK 
May not be viable to treat 

 
Recommended control measures to reduce likelihood:                                                        Initials 
Staff or volunteer to immediately inform immediate supervisor in event of report of lost child, 
teacher or parent. 

 

Supervisor to immediately inform Volunteer or Venue Manager via radio in event of report of lost 
child and await instructions. [Venue Manager will inform security and other event staff].  

 

Venue Manager to obtain as much information regarding lost student [name, age, description, 
clothing worn, language spoken etc.] and pass to staff and volunteers on the ground. 

 

Venue Manager may ask supervisor to ensure distressed or irrational parent or teacher does not 
wander off in search of child where reuniting may not be reported to venue or SWF. 

 

Supervisor to immediately report to SWF when child and parent / teacher are re-united [SWF 
may require supervisor to obtain copy of identification such as driver’s license].  

 

Residual Risk: Rare Moderate Medium 
 
Recommended control measures to reduce consequences:                                       Initials 
Supervisor to ensure that child is never left alone with single staff member whilst parent or 
teacher is sought.  [Student to be brought into sheltered area of complex if possible, during 
inclement weather whilst awaiting instructions from SWF]. 

 

Each venue and SWF key staff to provide “first-response” for the majority of injuries that may 
arise. Serious injuries or medical conditions will require NSW Ambulance intervention via 000. 

 

Accidents, injuries, dangerous occurrences or near misses to be reported, fully documented and 
debriefed 
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CONCLUSION 
 

This assessment relates specifically  to the Primary and Secondary School Day visits and is an appendix to the overall risk 
assessment for Sydney Writers’ Festival 2021. Notwithstanding COVID-19, the majority of risks that have been assessed are 
not unique to this event and many of the risk reduction strategies outlined in this document will be routine.  
 

Ten risks were assessed within the scope of this document.  In the analysis of their inherent risk levels none have been 
assessed as being Extreme, one is High, six are Medium, and three have been classed as Low.  The suggested preventative 
control measures and remedial actions recommended in the checklists are designed to lower the residual risks to acceptable 
levels.   Should the action plans be carried out as recommended, the consequences of the assessed risks would remain at 
their existing level, but the likelihood of their occurrence is reduced in the majority of cases.    
Recommendations for control measures in the checklists are based upon current safety guidelines, relevant standards and 
industry best practice.   
 
 
 
 

This concludes my report 
 

 
Jon Corbishley FSIA 
Risk & Safety Consultant 

 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 

 
“the Act does not require employers to ensure that accidents never happen.  It requires them to take such steps as are practicable to provide 
and maintain a safe working environment… The courts will best assist the attainment of this end by looking at the facts of each case as 
practicable people would look at them: not with the benefit of hindsight, not with the wisdom of Solomon, but nevertheless remembering 
that one of the chief responsibilities of all employers is the safety of those who work for them.  Remembering also that, in the main, such a 
responsibility can only be discharged by taking an active, imaginative and flexible approach to potential dangers in the knowledge that human 
frailty is an ever-present reality” 
 
Justice Harper - Holmes v R E Spence (1992)  
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