
Campus Guide to Risk Management: Planning Checklist for Staff
Risk management is a process of steps. Developing, communicating and acting on a risk management plan indicates those responsible for the program or activity are acting in good faith and within the scope of duties to provide a safe environment for all of youth and adult participants. An additional checklist from the Office of Risk Management for Program Leaders is here.
A Risk Management Plan should be written and followed for each program or activity. Steps for developing a Risk Management Plan include:
 FORMCHECKBOX 
  Assess program activity plan
1. Is activity appropriate for developmental level of participants?
2. Identify potential risks
3. Evaluate those risks

4. Determine what you can do to reduce the risks to an acceptable level

5. Continue to monitor throughout the activity make changes as needed

 FORMCHECKBOX 

Assess location of activity/event/meeting.
· Should be accessible to all participants
· Consider access to restrooms facilities and potable water
· Evaluate risks in the building or area
· Access to Emergency Medical System

· Location and activity determines complexity of Emergency Plan of Action 

· On campus in low risk location

· On campus in medium to high risk location

· Off campus with easy access to Emergency Medical System – low to high risk
· Off campus in remote location – low to high risk
 FORMCHECKBOX 

Create an Emergency Plan of Action

An emergency plan of action should be written and followed for each program or activity. This plan should:

· Identify and list potential risks 
· Develop a written plan to mitigate risk  
· Follow Office of Risk Management guidelines
· Identify first aid policy for minor injuries 
· Who treats or determines procedure? 
· Will there be a staff member assigned to provide minor first aid? 
· See Iowa State University First Aid Guidelines 

· Follow First Aid Protocol
· Identify access to emergency medical services 
· Location of closest hospital with emergency services

· Telephone or mobile on site 
· List of phone numbers to call
· Transportation to closest emergency services site
· Include an incident report form 
· Include “two-deep leadership” 
· at least two adults present and both know emergency plan and procedures
· If program is on campus, at least one adult should be signed up for ISU Alert 
· If programming is scheduled for campus building, obtain building map and plan for emergency 
· Evacuation Guidelines

· Safety Guidelines

· Inclement Weather plan
· Plan for monitoring weather and alerting adults regarding severe weather events throughout program day and overnight if applicable
· Plan for severe weather events

· Tornado

· Severe storms (electrical, hail, snow, torrential rain)

· Floods

· Plan for training staff and volunteers about emergency procedures

· Plan for orienting youth about emergency procedures

· Plan for communicating with all adults risk management plan and with youth as appropriate

 FORMCHECKBOX 

Ensure/provide proper supervision
· Adults are screened at the appropriate level for their participation/interaction with youth as per Office of Risk Management guidelines
· 4-H volunteers are screened as per current policy
· Minimum adult screening National Sex Offender Registry
· At least two adults should be present during programming or activities for the safety of youth and adults 
· The ratio of youth to adult supervision depends on the age of the youth and activity Recommended:

· Grades K-3 One adult for six youth

· Grades 4-12 One adult for eight youth
 FORMCHECKBOX 

Training for adults

· Communicate with all adults risk management plan and with youth as appropriate

· Provide training for adults as needed for their role 
· 4-H club/project/Clover Kids volunteers go here for Risk Management resources and training
 FORMCHECKBOX 

Register your program with the Office of Risk Management  
 FORMCHECKBOX 

Transportation.


ISU transportation policies and Office of Risk Management policies are followed
· Written permission is obtained from parent/guardian as part of the registration process if youth participants are to be transported as part of the program.  
 FORMCHECKBOX 

Accident Insurance is purchased as per department and Office of Risk Management guidelines  
· All 4-H volunteers and youth must be covered by supplemental accident insurance (such as American Income Life) for all 4-H activities. 

 FORMCHECKBOX 

Parents complete Medical Information/Release Form  

· A parent/guardian is to complete and sign form prior to a youth’s participation in any Pre-Collegiate activity 
· 4-H Medical Information/Release Form for club member

· 4-H Medical Information/Release Form for non-club member

· The original is to be kept at the contact office of the program and copies on hand at all events/activities/meetings by a designated adult  
· The activity leader and all assistants should be aware of any special medical needs or pre-existing conditions of participants 
· If warranted, discuss ahead of time with the parent/guardian any procedures that should be followed in the case of an incident
 FORMCHECKBOX 

Request for Giving Medications Form. 

· Form completed for overnight or extended activities where parent/guardian cannot dispense medications  
· 4-H Request for Giving Prescription/Non-prescription Medications
· Accept medications only in their original containers and with a signed statement from a parent or guardian
 FORMCHECKBOX 

Behavior Expectation Form

· Youth and parents sign appropriate behavior expectation form 

 FORMCHECKBOX 

Arrival/Departure 
· Arrival check in sheet 
· Departure sign out (parent or guardian transporting must show ID)

· Adult program staff on site until all youth have departed with parent or guardian
 FORMCHECKBOX 

Housing

· Policies are followed as established by Office of Risk Management
 FORMCHECKBOX 

Food
· Follow all Food at Events policies for Iowa State University
· Know if participants have food allergies and plan meals/snacks accordingly.  

· Have water available.  

 FORMCHECKBOX 

Know and follow First Aid Protocol
 FORMCHECKBOX 

If there is an incident, report as per department and Office of Risk Management guidelines. 
· 4-H Incident Report
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… and justice for all


Iowa State University Extension programs are available to all without regard to race, color, age, religion, national origin, sexual orientation, gender identity, genetic information, sex, marital status, disability, or status as a U.S. veteran. Inquiries can be directed to the Director of Equal Opportunity and Compliance, 3280 Beardshear Hall, (515) 294-7612.





Issued in furtherance of Cooperative Extension work, Acts of May 8 and June 30, 1914, in cooperation with the U.S. Department of Agriculture. Cathann A. Kress, director, Cooperative Extension Service, Iowa State University of Science and Technology, Ames, Iowa.
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