
City of Unley Event Planning Toolkit 

Event Risk Assessment Template

Event Name

Event Location

Event Start Time Event Finish Time

Event Date

Expected number of attendees

Event Coordinator

INSTRUCTIONS 

Step 1  Read through the list of potential hazards / risks and for those that are not relevant place ‘Not Applicable’ in the 
Risk Rating and Responsible Person columns.

Step 2  Consider any other potential hazards / risks to your event and list these at the bottom of the table and include 
the controls / actions.

Step 3  Who will be responsible for doing the required actions? Place their name in the Responsible Person column.

Step 4  The Risk Assessment – For all relevant potential hazards / risks, using the matrix consider the likelihood and 
consequence of the hazard / risk and complete the ‘Risk Rating’.

EXAMPLE

Hazards / Risks Controls / Actions Risk Rating Responsible Person

EXAMPLE : Animal nursery 
causes gastro or other  
similar infectious disease.

Ensure adequate hand washing facilities 
close by and that there is adequate signage 
to encouraging the washing of hands.

Not 
Applicable

Not Applicable

EXAMPLE: Person contracts 
food poisoning at the event.

Ensure that all food vendors have submitted 
the Temporary Notification Form and have 
been provided with a copy of the Food 
Safety at Outdoor Events Fact Sheets. 
Attendees are to bring their own food, the 
only vendor will be an ice cream vehicle. 

Low John Higgins, 
Manager
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