Steps to- joun the ‘Managing Operotional Risk’
webinor using o Smont Phone or Tablet

Step 1. Well before the time of the webinar download the free omNovia app
from your app store. This is a web conferencing tool.

Turn off your device then power back up. This will link omNovia to your web
browser.

Open your normal web browser - Safari, Google Chrome, Firefox etc. Go to
www.redbackconferencing.com.au

Step 2. Select the “Join a Web
Conference” Button (Find this
Button at the top right of the page.)

Making Distance

Obsolete with Onlin
Meetings and Digita
Events

Rogucss Onine Domo

Step 3. This page will open. You will notice the -’
address has changed to
omnovia.redbackconferencing.com.au leEnithe s e

Start the web Conference

Click in the box under | am a Participant. — | remere

Join the web Conference

Step 4. Enter the Participant code 93189681. Vom the Moderator

| am a Participant
93189681

Step 5. A new window will open Enter your first name and surname and your
State, eg Jane Boroky SA
Then click on Join the Web Conference
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Step 6. You will go to the following
screen. (On some devices this only
appears the first time you use
omNovia.)

Tap to launch omNovia.

ci

@ Fooback

& Amanda NSWACT§

Girl Guides Australia June 2017

Enter Your Name

First Name

Jane

Last Name

| Boroky SA|
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omnovia.com c

Australia - Worldcare
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3 Support Center System Requirements

Welcome to the Girl Guides Australia Inc. Conference Center
Girl Guldes Australia Inc. Room Announcement

‘Welcome to Redback Conferencing

omNovia Web Conference Moblile

Step 1 If you have not already installed it, tap one of the
following links to get the omNovia Web
Conference Mobile app: Android, iPhone/iPad, or
Amazon
Step 2 Start the omNovia Web Conference Mobile app.
I

Torms of Service | Privacy Notice | Bypass | Secure | Standard
Copyright 2004-2014, omblovia Technologies - All Rights Reserved.

Note: Your webcam will not work but
your speakers will. This is because
Flash player® does not work on many
Smart phones and Tablets.

Your microphone may work if Java® is
enabled. However you will not need it
for the webinar.




You can use the Chat Area to ask
guestions.

Use this button to enlarge the Chat Area.

Large is a good option as it stretches the
Chat Area under the presentation and
doesn't make the presentation area
smaller.

You will be able to participate in the instant
polls and hear and see any music or video

clips.

You will be able to complete in the Survey

Monkey survey at the end.

Chat Area: large

Redback

CONFERENCING
Now you're falking.

Participants (1)

& Amanda NSWACT J§|

Thank you for participating in the Guiding Orientation webinar. So we can emall your certificate and record your
participation, please complete the following questions.

If several people participated in the webinar, plesse Fst all names.
This information will be kept confidential and not be used for any other purpose,

* 1. What is your full name? (eg Jane Smith)

* 2. Please give your Member Number (for notifying State Office of your participation)

* 3. So we can advise the State Office of your participation, please indicate which State.
L WA _ NSWIACT

If you experience any technical issues please contact the Redback
Conferencing helpline on (02) 9037 0330 or 1800 733 416
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Girl Guide wvision

We believe in delivering innovative, fun and relevant programs in a
practical and safe environment.

Guiding in Australia believes we will achieve this vision through
our risk management processes.

What 1s Risk Management?

Risk Management is the culture, process and structure that is
directed towards the effective management of potential
opportunities and adverse effects within the Girl Guide
environment.

Risk management is an opportunity to identify our hazards and the
risks that come from them.

Our Risk Appetite

We, in Guiding, have an appetite to take reasonable risks. We are
not risk adverse.

We ask that members and volunteers be accountable for their
behaviors and take reasonable care with their actions and don’t
walk past things that they know to be unsafe. By following Girl
Guides Australia policy and procedures we will work together to
maintain the health and safety of those around us.

We do have a limited number of zero tolerances. These are things
we will not accept as an organization:

o fatalities within our scope of influence
e serious injuries as a consequence of negligence

e poor behaviours including systemic bullying or culture of
intimidation that impact on the well-being of our members,
volunteers and staff.



Why do we manage operational
risks?

To keep us a viable and highly respected girl organisation
(financial, reputation, privacy, data security, social media)
For our own physical and psychological safety
(Reputation, WHS)

To grow competent leaders in your District and Region
For the safety of the girls (Child Protection, WHS)

To meet legal requirements of ‘reasonable care’ (WHS Act
2011)

What are the main risks to
Districts and Regions?

e Safety

e Financial

e Unqualified leaders

e Non approvals for events
e Reputation

Child protection
Intellectual property
Social media
Property

What documents are there to
support Managers make sound
decisions?

1
2
3.
4. 1SO 31000:2009 Risk Management Standard

Girl Guides Australia Policy, Procedure and Guidelines
Guide Lines
GGA Risk Assessment Plan for Operational Risk (ORP)



When do I complete the Risk
Assessment for Operational
Risks (ORP)?

Every Region and District is encouraged to complete a health
check once a year with its teams i.e. support group, committee
members. This health check identifies critical issues that the
Region and District will need to address for the forthcoming period
of time ie over the next 6 months.

Every time a significant decision needs to be made ie opening a
unit, closing a unit, outlaying a large sum of money for a project,
retiring a leader.

How do we manage the risk?

We use a process called risk assessment which:
1) Identifies the hazard,
2) Assesses the initial risk of the hazard
3) Select controls to manage the risk of the hazard

4) Assesses the residual risk of the hazard

Step 1: Identify the Hazard

What are hazards and risk?

A hazard is anything in the workplace that has the potential to
harm people. Under law, Girl Guides is considered a workplace.

A risk arises when it's possible that a hazard will actually cause
harm. The level of risk will depend on factors such as how often
the activity is done, the number of members or amount of money
involved and how serious any consequences that result could be.



Step 2: Assess the Initial Risk

Once hazards have been identified you need to assess the risk.
We do this twice: first to identify the initial risk rating and then
again once we have chosen our control measures to show the
residual risk rating.

We start with the consequences and move to the likelihood of an
injury or illness occurring from exposure to the hazard.

When assessing the risk, we consider two key factors; initial
consequence and initial likelihood

There are three tables in our ORP process that help us:

1. Consequence table — this helps us work out how severe the
consequences could be. You will notice that the risk buckets
appear again here.

2. Likelihood table — this helps us work out us how often this may
occur.

3. Risk analysis table — this gives us the risk rating. If you apply
your consequence rating and your likelihood rating the risk
analysis matrix will then suggest a current risk rating. This will
help you to decide if we need to put more controls in place to
make the activity less risky. We then use the matrix again,
applying the new controls to give us a new rating.

Step 3 Control the initial risk

We now choose the control measures to reduce the initial risk.

You may like to use the Hierarchy of Control and its levels to help
you work out the best control for your risks. Start at the top for the
most effective way of reducing your hazard and work your way
down until you are happy that you have controlled your risk.



Step 4 — Assess residual risk

Now we repeat step 2 having chosen our control measures and
reassess the risk rating, taking into consideration our chosen
control measures.

Once you have completed your residual risk rating you need to
ensure that it is acceptable. If it sits in the high or extreme risk
priority category you will need to escalate the risk concern to the
next level. The higher the risk the higher the priority and the
sooner you need to deal with the hazard.

Recording the Operational Risk
Plan

Risk management activities should be traceable. In the risk
management process, records provide the foundation for
improvement in methods and tools, as well as in the overall
process. Once you have completed your plan send it to your
Manager.

File a copy for review within your District, Region or State.

Where do I go to for help?

There are many people within Guiding that will support you to
manage risk. These include:

District, Region, State team
Learning Partner
District Manager
Region Manager

State Risk Representative. This person sits on a national Risk
Management Committee.



Risk Assessment Plan for GIRL GUIDES

AUSTRALIA

OPERATIONAL RISKS (ORP)

When do I use an ORP?
When you are:

1. Undertaking your District, Region or State annual health check
2. When big decisions are needed to be made
3. When future planning is being done ie

e When deciding on significant financial decisions

e When considering significant building works

e When choosing social media platforms

What do I focus on?

GGA has defined risk areas to assist with identifying operational risks. These are your focus areas when you
are considering operational risks in your area ie District, Region, and State. These are listed in table below:

Table 1 GGA RISK AREAS

Key Risk Explanation

1 Governance Risk to reputation and risk to governing rules (legal liability).

2.Guiding Risk that activities are not appropriate to the philosophy, principles and method of Girl
(Activities of Guides Australia. Activities are planned that are not suitable and do not meet the
Guiding) developmental needs of the participants.

The physical, emotional, and psychological well-being of all members and
participants is paramount.

3.People Includes all members (youth and adult), volunteers, parents, activity providers,
general public, business associates and government. This element includes all
aspects of risk such as: safety & child protection related to our activities.

4. Financial F_inza_qcial consequence Iir.1ked. to cqst oflloss assqciated with risk, and financial

' viability of all entities within Girl Guides in Australia.

Day to day running i.e. unit leader-consent forms not completed, activity notification

5.Guiding forms not completed.

Operations

(Business of Includes data integration, marketing, communications, compliance with business

Guiding) legislation, capacity and capability of units/districts/State offices to manage the

business side of Guiding.
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Instructions for using your ORP

When completing the Risk Assessment Plan for
Operational Risks (ORP) follow the steps
below:

Step 1

Identify the hazards associated with the key risk
areas and then identify the risks associated with
the hazards. List them in the columns under
step 1.

Step 2

Read tables 1,2,3 below to assess the current
level of risk of the hazard. Remember that we
already have control measures in place through
our policy, procedures, ratios etc so take these
into consideration at this stage as we are not
starting from a place of no controls.

Firstly, identify the consequences that
potentially cause harm using the consequences
rating in table 1.

Secondly, identify the likelihood of the
consequence occurring using table 2 and
decide the most appropriate likelihood.

Thirdly, using the risk rating table (table 3)

V6 May 2017 Risk Assessment Plan for Operational Risks (ORP)

see what risk rating your consequences and
likelihood shows. Record the findings under the
column headed step 2.

Step 3

Work out what the best control measures are to
reduce the risk of your hazard. These will include
current and additional controls. The Hierarchy of
Control (table 4) may assist you to make your
decision. Record the controls in your step 3 column
on your template.

Step 4

Repeat Step 2 and see if your risk rating has
reduced to a level that we are prepared to
accept. Record your rating in column under step
4.If the risk has not reduced to an acceptable
level discuss with your manager. See table 5
Risk Priority table for guidance on when to
escalate your risk rating concerns.

Step 5 & 6

Once you have worked out the remaining risk, record the
operational action to be taken under step 5 and the
person responsible/accountable under step 6.

Page 2 of 7



TABLE 1 Consequence Rating Table

CONSEQUENCE DESCRIPTION

Insignificant Low level Impact with negligible consequences on the aim or activity objectives that can be
controlled by routine management procedures.

e Governance: eg adverse community sentiment/media article or insignificant breach of
governing rule with small breach of consequence.

e Guiding (Activities of Guiding): eg program / activity interrupted for 1 week.
e People: eg minor injury requiring first aid only.

e Financial: i.e. no long term impact eg loss with a negative overall financial impact below the
“minor” level.

e Guiding Operations (Business of Guiding): eg key staff unavailable to be contacted in a
timely manner.

Minor The consequences would threaten the efficiency or effectiveness of achieving some aspects of
GGA'’s aim or activity objectives, requiring management effort to minimise impact. These are defined
as:

e Governance: eg informal complaint from parent/member which may result in adverse media
over several days; minor breach of governing rules with minor breach consequence.

e Guiding (Activities of Guiding): eg program / activity interrupted for 2-4 weeks.
e People: eg fractured bone, sprain etc. requiring medical intervention.

e Financial: i.e. small loss, short term impact eg loss with a negative overall financial impact
below the “moderate” level.

e  Guiding Operations (Business of Guiding): eg temporary impact or interruption which may
cause slight delay.

Moderate A significant/medium potential of affecting the achievement of GGA’s aim or activity objectives.
These are defined as:

e Governance: eg formal complaint (e.g. written) or material breach of legislation leading to
more significant undertaking; failure to follow Guide Lines ratios.

e Guiding (Activities of Guiding): eg program / activity involving 2 or more units is actually or
potentially interrupted for more than 4 weeks.

e People: eg suspected abuse or notification of abuse of a youth or adult member; disabling
injury.

e Financial: eg cancellation of a national event causing a loss with a negative overall financial
impact below the “major” level.

e  Guiding Operations (Business of Guiding): — eg short term impact to business operations;
loss of data or personnel; short term impact.

Major A very high potential to impair the achievement of GGA'’s aim or activity objectives. These are
defined as:

e Governance: eg a breach of legislation; failure to follow ASIC rules.

e Guiding (Activities of Guiding): eg program / activity involving 2 or more regions is actually
or potentially interrupted for more than 4 weeks

e People: eg undisclosed health issues; serious injury to personnel; failure to follow Child
Protection Policy; death of 1-5 participants, substantiated abuse of a youth member.

e Financial: eg significant fraud; loss of on third of GGA’s or SGGO’s membership; loss with a
negative overall financial impact below the “Catastrophic” level.

e  Guiding Operations (Business of Guiding): eg significant impact to the business operations;
loss of capacity and capability over medium timeline.
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Catastrophic

An extreme potential to threaten the sustainability of GGA or its aims and activities. These are
defined as:

Governance: eg. a sustained reputational or legal damage with potential to lead to the
collapse/closure of Girl Guides (at a national level or state level); inability of Girl Guides
capacity to operate and WAGGGS cancellation of membership of WAGGGS; very serious
damage to the reputation.

Guiding (Activity of Guiding): eg program / activity that if interrupted has the potential to
threaten GGA viability.

People: eg no members; death of more than 5 participants in single but similar activities
such as all are abseiling incidents.

Financial: eg land and assets; insolvency and bankruptcy.

Guiding Operations (Business of Guiding): eg. Non-compliance of Corporations Act
resulting in delisting as a recognised entity.

TABLE 2 Likelihood Rating Table

LIKELIHOOD

DESCRIPTION

Almost Certain

The event is expected to occur in most circumstances. (At least 5 times a year)

The event will probably occur in most circumstances. (At least twice a year)

Likely
Possible The event might (or could) occur at some time. (At least once a year)
Unlikely The event will probably not occur. (At least once in five years)

Rare The event may only occur in exceptional circumstances

TABLE 3 Risk Analysis Matrix

CONSEQUENCES - what is the maximum reasonable consequence?

LIKELIHOOD
RATING

Insignificant Minor Moderate Major Catastrophic

Almost Certain Medium Medium High
Likely Low Medium Medium High
Possible Low Low Medium High High
Unlikely Low Low Low Medium High
Rare Low Low Low Low Medium
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TABLE 4 Hierarchy of Control

You may like to use the Hierarchy of Control and its levels to help you work out the best control for your risks.
Start at the top (Level 1) for the most effective way of reducing your hazard and work your way down until you
are happy that you have controlled your risk.

Level 1
Eliminate the hazards

Level 2

Substitute the hazard with something
safer

Isolate the hazard from people

Reduce the risks through engineering
controls

v

‘ Level 3

Level of health and safet:
Reliability of control meas

Reduce exposure to the hazard

2 using administrative actions

Use personal protective equipment
LOWEST LEAST

TABLE 5 Risk Priority Table

PRIORITY ACTION

Extreme An Extreme Risk is one that must be dealt with immediately. State Girl Guide Organisations and Girl
Guides Australia Boards normally monitor Extreme Risks.

High A High Risk is one that should be dealt with after attending to Extreme Risks. High level risks may
be managed at State Commissioner or Executive Officer level or at the level of the Risk
Management Representatives at SGGO level.

Medium A Medium Risk is one that can be dealt with by applying routine procedures and is normally dealt
with by Region and/or District Managers. Where appropriate, medium level risks may be escalated
to the Executive Officer or State Commissioner level.

Low A Low Risk is accepted and controlled by the leader but should be monitored periodically by
Region and/or District Managers to ensure the rating does not change.
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Risk Assessment Plan for Operational Risks (ORP)
Name of activity (policy, procedure, process):
// Date completed: Prepared by:
GIRL GUIDES - _ _
AUSTRALIA Date reviewed: Reviewed by:
Step 6
Step 1 Step 2 Step 3 Step 4 Step 5 Accountable
Identify the hazards Assess the current risk, Control the risk Assess the remaining Action to be taken ~ personto
use tables 1,2,3 Risk, use tables 1,2,3 implement action
again. & date by

Identify the hazards

What is the harm
associated with
the hazard?

Is the risk low, medium, high or
extreme?

What controls are already in place and
what else needs to be done to

reduce or remove the risk?

Now that controls have been
put in place reassess the
risk.

List the actions to be taken

List the person who
will implement the
action

Governance

Guiding (Activities
of Guiding)

People
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Financial

Guiding Operations
(Business of
Guiding)
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