Stephen F. Austin State University
Student Organizations and Greek Life Office 

Risk Management Survey
Is Your Event SAFE?

The purpose of this worksheet is to give groups a starting place for proactively assessing the risks associated with their events so those involved have a safe and enjoyable experience.  Using this form should assist organizations is anticipating possible risks, developing ways to minimize these risks, and taking practical steps to keeping adverse events from occurring.  This approach is made up of three steps, anticipating, assessing and addressing risk.  

While this form should prove helpful in determining risks, it is intended only as a starting place and should not take the place of a careful review of applicable laws, policies, rules and guidelines.  The completion of this form does not imply approval or authorization of your event by the Student Activities or Stephen F. Austin State University.

For more information about risk management or planning your event, please stop by the Student Organizations and Greek Life Office or call 936.468.3703.  

Step 1 - Anticipating Risk

This form is only as effective as the process used to arrive at potential risks.  Please plan to spend a good amount of time brainstorming risks.  It would be useful to involve as many people with diverse experiences and points of view as possible.  Risks may fall into a number of categories, but the ones included below are a good place to start.  Feel free to add any categories as you would like to suit your event.  Fill in the blanks below (use a separate page if necessary).  For each possible adverse event, consult the risk matrix on page four to assign a risk score based on the directions provided.  

Risks to Health or Safety
(Common risks include traveling in vehicles, slippery floors, alcohol or drug use, weapons, fire, inclement weather, fights, moshing, unsafe set-up or working conditions).  

	
Possible Adverse Event
	
Matrix Score
	How to Minimize the probability or severity of occurrence.
	Adjusted
Matrix Score

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Risks of Damage to Facilities or Equipment
(Common risks include sliding heavy objects across floors or into walls, intentional damage by students or patrons, misuse of equipment of facilities).

	
Possible Adverse Event
	
Matrix Score
	How to Minimize the probability or severity of occurrence.
	Adjusted
Matrix Score

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Risks of Financial Loss
(Overestimation of potential sales, underestimation of costs, failure to request proof of vendor’s insurance, lack of adequate insurance by vendors).  

	
Possible Adverse Event
	
Matrix Score
	How to Minimize the probability or severity of occurrence.
	Adjusted
Matrix Score

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Risks of Negative Publicity
(Common risks are culturally insensitive or sexually inappropriate themes, decorations, marketing or costumes; unapproved speakers or performers; or purposefully inflammatory rhetoric of behavior).  

	
Possible Adverse Event
	
Matrix Score
	How to Minimize the probability or severity of occurrence.
	Adjusted
Matrix Score

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Step 2 - Assessing Risk

Now that you have an idea of what possible risks may be associated with your event, you can use the risk matrix to determine how manageable each risk is.  Using the chart on the next page, consider each risk that you have brainstormed.  Ask yourself, how serious is this risk?  How likely is it to occur?  The more severe the potential consequences are, and the more likely they are to happen, the higher the risk score.  A score any higher than “1” is a good reason to go back to the drawing board, and to figure out ways to reduce the risk.  The key at the bottom of the matrix will help you understand what each score means.  

	Risk Management Matrix

	
	                                                                 
Probability of Occurring


	
	
Seriousness

	
A
	
B
	
C
	
D
	

	Level 1
May result in death or life-threatening injury
	
I

	
5
	
5
	
4
	
3
	
A.  Likely to occur immediately or in a short period of time, expected to occur frequently

	Level 2
May cause severe injury, major property damage, significant financial loss, and/or result in negative publicity for the organization and/or institution

	
II

	
5
	
4
	
3
	
2
	
B.  Probably will occur in time

	Level 3
May cause minor injury, illness, property damage, financial loss and/or could result in negative publicity for the organization and/or institution 

	
III

	
4
	
3
	
2
	
1
	

C .  May occur in time


	Level 4
Hazard presents a minimal to safety, health and well-being of participants threat
	
IV

	
3
	
2
	
1
	
1
	
D.   Unlikely to occur


	Key for Risk Scores
(5) High Risk – This event should not be conducted in its present form.  Eliminate or redesign unsafe elements and reassess.   
(4) Serious Risk – The probability and severity of adverse events is too high.  Modify the events and reassess. 
(3) Moderate Risk - Consider what can be done to reduce risk further.   
(2) Minor Risk – There are still some minor issues that are making your event unsafe.  Brainstorm ways to minimize them further and then reassess.  
(1) Low Risk – Make sure that you follow through on your plans to address risks, put your plans into action.  

	


Step 3 - Addressing Risk
To this point, you have anticipated potential risks, assessed their severity, and now you are ready to address them?  How can you prevent these risks from occurring, how can you lessen their impact?  You should continue to consult the matrix until every potential risk is no higher than a “1.”  Then, of course, comes the most important part – making sure that you follow through on your plans.  The best plans are useless if they are not carried out.

The Student Organizations and Greek Life Office would be glad to assist you in managing risks for your events and programs.  Feel free to stop by the Student Organizations and Greek Life Office or call 936.468.3703.  
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