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STATEMENT OF INTENT
This document has been developed with the intention of guiding the actions
of management, staff, volunteers, students and where applicable outside
contractors, in order to reflect the principles and philosophy of Bassendean
Youth Services. There is also the expectation that management and staff
engage in ongoing evaluations of their interactions with clients, outside
agencies and each other. The objective of such reflection is to ensure that
all actions and interactions continue to reflect the stated principles,
philosophies, policies and procedures identified in this manual.

STATEMENT OF PHILOSOPHY
The purpose of contact between staff and young people is to empower
youth to develop and enhance their skills, knowledge, understandings and
attitudes which are beneficial to themselves, as both individuals and as
members of society.
In order for these young people to realise their potentials, they need clear
understandings of their own principles of independence and autonomy in
order to be in a position to set goals, make decisions and solve problems.
Bassendean Youth Services acknowledge that inequality in society exists.
As a result some young people are disadvantaged by their position within
society, their upbringing, their education and lack of opportunity within their
lives. In order to overcome such adversities, appropriate intervention
involving advocacy, liaison, confidence and self-esteem building, education
and personal development are focuses of work practices.
Bassendean Youth Services recognises the impact of social, political and
structural forces on young people. Their work is not limited to facilitating
change within the individual young person, but also extends to the social
context in which the young person lives.
Bassendean Youth Services works to ensure that young people are made
more aware of those institutions and ideologies that exist in society which
can affect their choices.
Via consciousness raising and confidence building, and through education
and activism, young people are more able to work for change, identify and
redress these power imbalances and develop their sense of power and
control. Such practices aim to enable young people to better help
themselves and exercise self-determination.
Staff aim to encompass these values and beliefs within their own work
practices and programs in ways which are relevant and meaningful to
young peoples’ needs.
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MISSION STATEMENT
Bassendean Youth Services undertakes to empower young people to
realise their potentials by providing assistance in a safe, nonthreatening environment.
To achieve this mission, specific objectives are employed.
The intention and purpose of Bassendean Youth Services is:
 To provide appropriate assistance and support to young people
presenting with issues.
 To provide assistance through empowerment, and to encourage and
facilitate autonomy and the self-determination of young people.
 To assist and support young people in gaining access to appropriate
education, employment, training and recreational opportunities.
 To provide advocacy for young people for a variety of issues.
 To promote and provide information on healthier lifestyle options and
choices.
 To develop and deliver programs to meet specific needs of the client
group.
 To link young people and their families with appropriate resources
and support services.
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CODE OF ETHICS
This Code of Ethics is a general guide to the conduct of Youth Services
staff and volunteers in their work practices and reflects the values and
philosophy of Bassendean Youth Services.


Staff must recognise their responsibilities relating to confidentiality.
(see Confidentiality)



Staff shall recognise their duty of care to clients. (see Duty of Care)



Staff shall ensure clients are fully informed about the programs they
are participating in, and made aware of referrals or enquiries made
on their behalf. (see Referrals)



Staff shall respect the human and legal rights of clients and ensure
that they are encouraged to make decisions on their own behalf,
participating in any planning or intervention.



Respect the dignity, health and safety of clients.



Staff shall not exploit relationships with clients or co-workers for
personal advantage.



Staff shall terminate services and professional relationships with
clients when those clients’ interests or needs are no longer served.



Conflicts of interest or the possibility of financial reward shall be
clearly identified and disclosed to the Manager Youth Services.



Client needs shall take precedence over other priorities and
agendas.



Staff and programs shall facilitate self-determination by young
people and responsibility for decisions and choices, thereby
discouraging dependence on workers.



Services shall be delivered in a non-discriminatory manner
regardless of; ethnicity, gender, sexual orientation, religion, origin,
marital status, political beliefs, mental or physical disability, or any
other personal characteristic, preference, condition or status.



Staff shall treat clients and colleagues with courtesy, respect and
consideration and maintain a professional working relationship.



All actions of staff shall reflect respectful relationships with clients
and colleagues.
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STAFF CODE OF BEHAVIOUR
The staff Code of Behaviour is a set of guidelines outlining standards of
acceptable behaviour at the workplace. It makes clear to all workers what
is expected, and reduces confusion and possible conflict.
Staff are required to:


Abide by the philosophy and Code of Ethics.



Adhere to all procedures specified within this manual.



Represent Bassendean Youth Services in a constructive and
positive manner.



Not discuss confidential issues of Bassendean Youth Services or the
Town of Bassendean with people outside the agency other than
representatives of funding bodies.



Not consume illegal drugs or alcohol during work time, or be under
the influence of such at the workplace.



Not pursue sexual/unprofessional relationships with clients, take
them to staff residences, or provide home/personal contact details.



Not take actions, or place themselves in situations, which may be
interpreted as harassment by clients or other staff.



Not physically or verbally abuse clients, other staff or families.



Treat clients with courtesy, respect and consideration, act promptly
on complaints and encourage young people to demonstrate a high
level of self-determination.



Dress appropriately, dependent on the type of work to be conducted
that day.



Adhere to the Town of Bassendean’s Code of Conduct.

Bassendean Youth Services – Policy and Procedure Manual 2009 Edition

Page 7 of 50

DUTY OF CARE
Staff have a duty of care to ensure that the welfare and safety of the young
people in their care is safeguarded at all times.
It has been determined by the courts that, as far as work practices are
concerned, a duty of care is owed to clients and fellow employees. It is
important to emphasise that duty of care embraces both actions and
failures to act.
This duty is to take reasonable care for the safety of young people while
they are under staff supervision. Reasonable care implies that a staff
member must respond to all elements of foreseeable risk and take
reasonable steps to ensure that a young person does not risk injury and
that the health of the young person is not put at risk.
Youth Services staff provide challenging and stimulating programs
appropriate to the clients’ stage of development, which may have an
element of risk associated with them. The duty of staff is to minimise that
risk and take reasonable care to avoid harm.


The Manager - Youth Services has a specific legal duty of care in
relation to service standards and the safety of clients and staff.



Staff action or inaction shall not be such that clients are placed in
potentially harmful situations.



Staff are responsible at all times for their actions and are expected to
be familiar with:
Job descriptions and related duty statements
Bassendean Youth Services’ Policy and Procedures Manual
Council’s complaint resolution procedures
Council’s Code of Conduct for employees



In the absence of the Manager - Youth Services, staff on duty are
responsible for making decisions relating to client welfare and
service delivery.



Wherever practical, attempts should be made to have a minimum of
two staff members performing youth work duties.



Parents/guardians will be informed of activities that have risk
associated with them and will be required to provide consent prior to
a young person participating. Permission must also be given to staff
to take the necessary action in the case of injury or non-compliance.

All incidents where the supervision and duty of care of clients does not
meet the relevant standards must be reported to the Manager - Youth
Services.
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PROFESSIONAL BOUNDARIES
Bassendean Youth Services staff attempt to build strong trust relationships
with clients in order to provide them with the most effective assistance. The
way this relationship is defined or interpreted by clients may differ from that
understood by staff. All staff must therefore be diligent in protecting the
professional boundaries expected within their position, as well as their
personal boundaries.


Staff must not engage in personal or sexual relationships with
clients. Planning to engage a client during personal time or outside
the workplace is inappropriate and open to interpretation or criticism.
Ultimately, staff are less able to provide an effective service to clients
with whom a personal relationship has been formed.



Staff must make professional and personal boundaries clear to
clients to avoid confusion or the misinterpretation of actions.



Staff must not provide personal phone numbers or addresses to
clients. It is also regarded as inappropriate and unsafe for clients to
be taken or invited to staff residences. Likewise, staff should not
enter client residences unless engaging in specifically sanctioned
outreach duties.



The personal boundaries of staff and clients must be respected by
each party and efforts made to inform young people as to the extent
of those boundaries. Staff must ensure that they are aware of each
client’s specific personal boundaries.



Physical contact with clients is not encouraged as it may be open to
criticism or misinterpretation.



The Manager - Youth Services shall be informed of situations
whereby clients contact staff members at home or become aware of
staff residential addresses.
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CONFIDENTIALITY
In providing assistance to ‘at risk’ young people, staff develop unique trust
relationships with individual clients. These relationships facilitate a better
understanding of issues faced by the client and allow staff to be more
effective in addressing issues, and fostering self-determination. Staff will
be custodians of information regarding clients which is often sensitive or
compromising. Staff must adhere closely to principles of confidentiality in
order to maintain trust relationships and credibility.


All information provided by clients is to be considered confidential.
Staff must not make assumptions as to which information provided
by clients is regarded as confidential. All information received from
clients is privileged, unless otherwise directed by that young person.



Clients must be made aware of the limits of confidentiality. It is often
appropriate that information be shared with the Manager - Youth
Services or another member of staff to ensure effective strategies
are being implemented or in case of staff absence. In rare cases,
staff and case notes may be subpoenaed to the courts, in which
case confidentiality can not be maintained. Clients should be made
aware of these confidentiality boundaries during early contact to
ensure a clear understanding.



Clients must be made aware of the maintenance of case notes by
Youth Services staff. These notes are to be available for clients to
view on request, though remain the property of Bassendean Youth
Services and are to be maintained in a locked filing cabinet.



Any electronic information held by the Youth Service will be stored
with appropriate levels of security. Clients accessing this computer
network must be supervised by staff at all times to ensure client
confidentiality is maintained.



The express permission of the client must be obtained before
sharing information with other agencies. Referral agencies will often
wish to ‘follow-up’ the status of their referred client, though
Bassendean Youth Services staff must first gain client authorisation
for this process to occur.



Client permission must be obtained in advance when attempting to
facilitate a referral to an outside agency. Background information
about a client is often required by agencies to assess eligibility. Staff
should attempt to be specific with regards to which information is to
be forwarded.



Staff must be clear as to who their client is. The involvement of
family or friends can often assist in the delivery of services but
confidentiality guidelines within this manual must still be adhered to.
Family members may not have access to information provided by a
client unless permission has been granted.
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Disclosures of instances of, domestic violence, suicidal intent or
criminal activity shall be dealt with in the same manner as all other
client information. Bassendean Youth Services aims to offer support
for young people ‘at risk’, and provide them with options for dealing
with issues. Breaching confidentiality violates the trust relationship
established between staff and client, and ultimately diminishes the
ability to provide an effective service to the young person. Staff must
avoid actions which serve to disempower clients.



Disclosures of instances of child sexual or physical abuse or neglect
shall be directed to the Manager – Youth Services. Abuse and
neglect may be defined as follows:
Physical abuse – being severely hurt or injured. Excessive physical
punishment, beating, shaking babies, giving alcohol and drugs,
strangling, scalding/burning, punching, leaving a child alone in a car.
Sexual abuse – being touched or involved in sexual activities not
appropriate to the child’s age and development. Sexual penetration,
inappropriate touching, seeing sexual acts or pornographic materials.
Emotional abuse – being repeatedly treated in ways that damages
a child’s ability to feel and express a range of emotions. Verbal
abuse, rejection, threatening, bullying and teasing.
Psychological abuse – being repeatedly treated in ways that
damages the child’s self esteem, personal and moral development
and intelligence. Belittling, causing the child to fee worthless,
unloved, dumb and having no self value.
Neglect – not providing enough care or supervision so that the child
is injured or their development is damaged. Lack of food, shelter or
affection, no one providing supervision, untreated medical problems,
abandonment.
In consultation with the Manager – Youth Services, staff may report
incidents of abuse or neglect to Department for Child Protection.
Staff must consider numerous factors before reporting concerns to
the Department for Child Protection:
Level of Independence – Staff must consider what options the
client has regarding alternative accommodation and their level of
independent decision making. The maturity level of the client must
be assessed to determine their ability to make considered decisions
regarding reporting the incidents.
Client Perception – Staff must work within the client’s perception of
the abuse. Their understanding of the abuse and its perceived
impact are important considerations.
Practical Consequences – Staff should discuss the possible
consequences of reporting the abuse to the Department for Child
Protection.

Bassendean Youth Services – Policy and Procedure Manual 2009 Edition

Page 11 of 50



Staff must report acts of abuse and neglect to the Department for
Child Protection when they are perpetrated against young or
vulnerable children.
 Clients must be make aware of the limits of confidentiality relating to
child abuse or neglect on initial contact. Clients must always be in
an informed position regarding what may happen with information
they disclose. Clients must be fully aware that reports may be made
to the Department for Child Protection regarding their disclosures.
 Specific confidentiality issues which fall outside these procedural
guidelines should be directed to the Manager - Youth Services.

Bassendean Youth Services – Policy and Procedure Manual 2009 Edition

Page 12 of 50

RESPONSIBILITY OF STAFF MEMBERS
Broadly, strategies implemented by staff should focus on reducing harm
and the facilitation of healthier lifestyles for clients. Staff must remain
diligent in ensuring that client needs remain the priority of all service
provision and that personal and external agendas do not compromise its
quality. All programs delivered by Bassendean Youth Services should
allow clients to identify their own needs, and the strategies to fulfill those
needs, in order to promote self-determination and empowerment.
Clearly, staff may not be in a position to meet these needs if doing so
would:


Contravene procedures or policies outlined within this document



Breach any law



Cause staff to experience difficulty in working with particular issues
for personal reasons. Staff must discontinue working with a client if
the case has a negative impact on their personal wellbeing

In all instances staff must endeavor to provide clear information to the client
regarding which services are to be provided and factors which may limit
service provision.
Staff must consult the Youth Service Manager and discuss appropriate
options for handover or referral if any of the above issues affects them and
places them in a position of being ineffective for the client.
Staff have a responsibility to keep up to date with information, resources,
knowledge and practices needed to meet their obligations to young people.
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PROCEDURE NON-COMPLIANCE
Staff will be responsible for maintaining a clear understanding of all
procedures outlined within this manual. The onus will be on staff members
to ensure that all of their actions and strategies conform with this manual’s
procedures. The nature of youth work will however present situations
which may fall outside the scope and intention of these procedures. The
procedures listed below attempt to recognise the flexible nature of youth
work, and provide staff the important opportunity to justify any actions which
involve non-compliance.


Staff shall report their non-compliance to adopted procedures to the
Manager - Youth Services along with details surrounding that
situation.



Staff shall always be in a position to make professional decisions
regarding their clients. If these decisions or actions involve noncompliance with adopted procedures, the onus is on individual staff
members to provide justification for those actions to the Manager Youth Services. The Manager - Youth Services will make a decision
regarding future incidents of a similar nature.



Non-compliance with an adopted procedure will warrant a discussion
between the staff member and Manager - Youth Services to
determine the factors surrounding that decision. This discussion
may resolve that the action was justified or that in future, the
situation must be dealt with according to procedure.



Continued non-compliance of a particular procedure will be identified
by the Manager - Youth Services and the Town of Bassendean’s
formal disciplinary procedure implemented.
(see Appendix C)



Instances of gross misconduct will be dealt with according to the
Town
of
Bassendean’s
formal
disciplinary
procedure.
(see Appendix C)
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TEAM LEADERS
Most staff members employed by Bassendean Youth Services perform
professional roles and therefore command a fair degree of autonomy
regarding service delivery and decision making. All staff will, however,
operate under the general supervision of a line manager, whose role is to
make decisions regarding issues which are not clearly defined by regular
procedures, monitor day to day program delivery, and to ensure that staff
adhere to written procedures and policies.


Line managers will have access to all case notes, data and
information regarding clients and program delivery. Clients must be
made aware by staff that the line manager will have access to
confidential information. (see Confidentiality)



Line managers will retain the right to overturn decisions made by
professional staff, though this will only occur after discussion and
consultation.



Staff must consult with their line manager when making decisions
regarding issues which are not clearly outlined within this manual or
have serious implications.



Any grievances by staff must be directed to the line manager who
will adhere to Town of Bassendean’s grievance procedures.
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COMMUNICATION
The provision of services to ‘at risk’ young people often requires staff to
remain in close communication with line managers when conducting
outreach work and to facilitate and follow up referrals.
Effective
communication is essential in the successful and safe provision of these
services.


Staff shall ensure that messages from incoming phone calls to
unavailable workers are recorded including all relevant details.
These messages shall be followed up within a reasonable period of
time.



Staff shall not make personal long distance or excessive mobile
phone calls.



Professional phone manner shall be used, especially when receiving
incoming calls.



Mobile telephones must be carried by all staff conducting outreach
work (see Home Visits and Outreach).



Staff shall attempt to minimise personal calls made from mobile
telephones unless reasonable circumstances arise.



Staff shall turn off mobile telephones at the end of their working
hours, but should incorporate a messaging system to deal with
missed calls.



The Manager - Youth Services’ mobile telephone number may be
provided to clients deemed to be ‘at high risk’, who will provide afterhours referral information.



Individual staff members remain responsible for the care of and use
of their issued mobile telephone.



Staff shall not supply the mobile phone numbers of co-workers
unless previously authorised to do so.



Personal phone numbers may not be supplied to clients. (see
Professional Boundaries)
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MARKETING AND PROMOTION
Bassendean Youth Services utilises a range of marketing and promotion
tools in order to promote its activities, programs, services and events.


Staff shall seek written permission from the parent/guardian of all
clients shown in visual material containing their image for
promotional and display purposes.



Clients’ names and personal details will not be used in marketing
and promotional applications unless prior permission and agreement
has been sought.



At all times staff must adhere to the policies and procedures set out
in this manual. Specific attention must be given to ‘duty of care’ and
client ‘confidentiality’ when developing marketing and promotion
tools (see ‘Duty of Care’ and ‘Confidentiality’).



When producing marketing and promotional information staff shall
endeavour to acknowledge the funding body which supports the
program, service or activities. Special consideration must be made
for any stipulated requirements from funding bodies in relation to
program promotion or logo representation.



Any staff engaging in marketing and promotion utilising media
releases, must consult the Town of Bassendean’s Chief Executive
Officer for permission and approval of materials.



Any deviation from this policy shall be discussed with the Manager Youth Services
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CRITICAL INCIDENTS
Critical incidents are defined by events which may cause staff to experience
unusually strong emotional reactions that have the potential to interfere with
their ability to function at the time of an incident or later. Critical incidents
include severe threatening situations faced by staff, to serious injury or
death of co-workers or clients.
The intent of this procedure is to preserve the safety and integrity of staff,
whilst minimising the legal liability of staff and attempting to meet the needs
of clients.


Staff will endeavor to ensure the safety and welfare of young people,
themselves and others involved in a critical incident.



Staff will contact the Manager - Youth Services to report the incident
as soon as possible.



Where appropriate, staff will contact relevant family or authorities in
consultation with the Manager - Youth Services.



Staff involved will complete critical incident forms as soon as
possible. (Appendix B)



No employee of Bassendean Youth Services will make commitment
or comment in regard to fault or cause without consultation with the
Manager - Youth Services.



No employee of Bassendean Youth Services will make comment to
the media without the content being previously approved by the
Chief Executive Officer.



All staff will have access to critical incident debriefing as required. In
the event of a serious incident, the Manager - Youth Services may
direct staff to undertake critical incident debriefing.



Staff may negotiate ongoing critical incident debriefing with the
Manager - Youth Services as required.
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REFERRALS TO OTHER AGENCIES
While Bassendean Youth Services provides a comprehensive, holistic
service to young people, there will be instances when a client has specific
needs for services which staff are neither qualified nor trained to deliver. At
these times, referral to another agency is appropriate.
The intent of this policy is to meet young people’s needs by making the best
use of outside resources through assessing the appropriateness of
agencies to which clients will be referred, and to assist clients to effectively
take up these referrals.


Staff will not refer clients to other agencies where there is a
reasonable belief that they will be further marginalised.



Staff are to be knowledgeable with regard to aims, objectives and
work practices of other agencies they may refer clients to.



Staff will inform clients about the practices of referral agencies and
enable them to decide which action to take.



Staff shall inform clients about information to be provided to a referral
agency and obtain permission before doing so.



Staff will not coerce clients to take up referrals even when it is
believed to be in their best interests.



Staff will encourage clients to make choices for themselves and take
responsibility for exercising those choices.



Staff should ensure that barriers preventing clients taking up referrals
are researched and addressed if possible. Barriers may include;
transport, waiting lists, service fees, confidentiality, lack of gender
balance, perception of the agency, reluctance to receive services
from new staff, referral agency rules, assumptions and agendas,
complicated forms or intimidating environments.



Staff must provide follow up in order to assess the success of the
referral as perceived by the client. Liaison should occur between
staff and the referral agency to determine whether the presenting
issues are being successfully addressed.



A degree of co-ordination between agencies providing services to a
particular client should occur in collaboration with, and with the
permission of that client.
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RECREATIONAL ACTIVITIES AND CAMPS
The intent of these procedures is to ensure that best practice and duty of
care are maintained at a high level during recreational activities and camps.
These procedures aim not only to ensure the safety and wellbeing of
clients, but also to protect the agency from legal liability.


Permission forms must be completed to assess clients’ medical
conditions or disabilities, medication requirements, Medicare
numbers, contact phone numbers, next of kin, prerequisites for the
activity and parental/guardian consent to act during an emergency.
(Appendix A).



Parents/guardians are required to sign a covering letter highlighting
the inherent risks associated with some recreation activities and
camps. The cover letter will grant permission to Youth Services staff
to act as guardian and to take action in the event of injury/accident
(Appendix A).



Permission forms are to be taken on location by staff facilitating the
activities.



A preferred ratio of participants to staff will be 5:1. Deviations from
this ratio may occur in consultation with and approval of the Manager
- Youth Services.



Staffing should be relevant to the number of participants, gender and
type of activity to be conducted.



An appropriately trained/qualified instructor will lead any organised
activity. Staff will inspect equipment prior to commencement of
activity/camp to assess condition.



Staff shall undertake a risk assessment prior to activities/camps, to
ensure that all potential risk is minimised. (see Risk Management)



All participants shall be made aware of the specific rules pertaining
to the recreational activity/camp. Staff shall make all reasonable
efforts to enforce these rules to ensure consistency and safety.



Participants must be made aware that their non-compliance of the
rules and responsibilities will result in exclusion from that camp or
activity.



It will be made clear to all parties that in the event of a participant
having to leave the planned activity/camp, that the family will be
informed and safe transportation home organised at the parent’s
expense. Any diversion from this procedure must be negotiated with
the Manager - Youth Services.



In the event of an emergency or exclusion of a participant, one staff
member shall transport the participant to receive medical assistance
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or arrange transport home. Remaining staff shall supervise the
group and use discretion as to whether activities should be continued
without all staff present.
Parents will be notified in these
circumstances.


Although staff are responsible for supervision, and will endeavor to
maintain appropriate levels of supervision, they acknowledge there
are limitations to this, e.g. during hours in which staff are asleep.



In unforeseeable circumstances when an activity or camp is
cancelled, a reasonable amount of effort will be made to inform
participants.



When considering sleeping arrangements for camps, staff will
consider gender, age, cultural appropriateness and the type of
accommodation available.



Staff will endeavor to sleep in separate rooms/areas to young
people.



Staff gender balance is not necessarily a requirement unless in
exceptional circumstances e.g. cultural considerations.



When conducting water based activities
trained/qualified person must supervise.
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RISK MANAGEMENT
The intent of this policy is to address the safety of both staff and clients, by
identifying foreseeable risks, assessing and then implementing the
appropriate strategies to deal with those risks. Bassendean Youth Services
acknowledges that risk is inherent in many activities, camps and events.
The aim of this policy is not to eliminate risk, rather to manage the risks
involved to maximise opportunities and minimise adversity.


Staff must complete the risk management process prior to all
activities and camps.



Staff must complete the risk management process prior to all events.



Staff are required to document all details of identified foreseeable
risks, the assessment of the likelihood and consequences of the
identified risks. (Appendix – D,E and F).



Staff must document all implemented risk management plans and
actions. (Appendix F)



Staff will continue to evaluate risks throughout activities, camps and
events. Strategies implemented to minimise risks will be reviewed
and any additional strategies will be implemented at the discretion of
staff.



Staff have a duty of care, so that the welfare and safety of clients are
safe guarded at all times. (see Duty of Care)



Whilst implementing risk management, staff will adhere to all policies
and procedures within this manual.



All risk assessments must be documented and kept on file for future
reference.
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CASE MANAGEMENT
Case management is a process in which staff work with young people who
have complex needs and issues that may be affecting their participation in
a range of areas including; social, employment, education and recreation.
Case management enables staff to ensure that each client receives the
services and support they require, in order to maximise young peoples’
capacity and opportunity to address needs and barriers which they identify.


Bassendean Youth Services recognises that each individual’s
situation is different, therefore the work done with a young person
must be tailored to their individual needs.



Staff must recognise the importance of the client’s participation in the
case planning and implementation process.



Bassendean Youth Services encourages and promotes selfdetermination and the empowerment of young people. Staff shall
foster this though advocacy on behalf of clients and empowerment
during decision making.



Staff must be clear as to who their client is. The involvement of
family or friends can often assist in the delivery of services but
confidentiality guidelines within this manual must still be adhered to.
Family members may not have access to information provided by a
client unless permission has been granted.



Clients must be made aware of the limits of confidentiality. It is often
appropriate that information be shared with the Manager - Youth
Services or another member of staff to ensure effective strategies
are being implemented or in case of staff absence. In rare cases,
staff and case notes may be subpoenaed to the courts, in which
case confidentiality can not be maintained. Clients should be made
aware of these confidentiality boundaries during early contact to
ensure a clear understanding. (See confidentiality).



Clients must be made aware of the maintenance of case notes by
Youth Services staff. These notes are to be available for clients to
view on request, though remain the property of Bassendean Youth
Services and are to be maintained in a locked filing cabinet.



Staff must maintain client case notes with regular and up to date
information, in order to assist the change over of case manager if
required.



Staff may be required to refer clients to external services to address
unmet needs. Service suitability must be assessed by staff as to
ensure the client will be receiving an appropriate service that is
tailored to meet their needs. Staff shall provide the necessary
support in order to make the referral successful.
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Staff shall adhere to the policies and procedures contained within
this manual during case management. Any issues which fall outside
these procedural guidelines should be directed to the Manager Youth Services



Staff who case manage have the right and the responsibility to
access external professional supervision.



All clients will undergo a thorough initial assessment to establish
their eligibility for case management.



During the initial assessment staff will discuss with the client; the aim
and focus of the program they will be participating in, confidentiality,
the maintenance of client case notes and the voluntary or
compulsory nature of the program.



Once eligibility for the program is confirmed, client needs and goals
will be established in the initial assessment. Staff must encourage
the active participation of the client in identifying their needs,
establishing goals and implementing strategies.



Staff will utilise an activity plan as a tool for goals and strategies
identified by the client. The activity plan is aimed at assisting the
client in the processes involved in realising their goals.



Post placement support involves the follow-up of clients to maintain
their situation. Staff shall offer post placement support to a client
once they have been placed in accommodation, training, counselling,
education or other external services.
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HOME VISITS AND OUTREACH
The intent of the Policy is to maintain the safety of staff and clients, and to
ensure that the integrity of workers is not open to interpretation.


Mobile phones shall be carried by outreach staff at all times.



When conducting home visits or providing outreach services, another
member of staff must be aware of the destination, likely duration of
the visit and details on which client is to be visited.



Initial contact with clients should be conducted in a neutral location
before committing to visits at that client’s residence.



Staff shall use discretion when making home visits to clients who
may be prone to unstable or volatile behaviours, or whose behaviour
may place staff at risk.



Home visits should not be conducted after 8pm without prior
negotiation with the Manager - Youth Services.
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CENTRE BASED ACTIVITIES
Activities, programs or unstructured client access times will often be
conducted within the Youth Services’ premises. Staff must endeavor to
provide a safe environment for themselves and clients, as well as ensure
that the risk of damage to equipment and facilities is minimised.


A minimum of two staff should be on site during drop-in times if
practical.



Staff should ensure that outdoor sporting equipment is not used
within the building.



A staff member should be present when young people are utilising
office areas.



Staff should ensure that all personal valuables are secured during
client ‘open access’ periods. Staff are responsible for securing their
own valuables.



Staff shall monitor the use and location of valuable equipment being
used by participants.



Persons exhibiting violent or disruptive behaviours shall be excluded
from activities and/or premises. (see Difficult Behaviours)



Staff must ensure that inappropriate material is not accessed via the
internet utilising Youth Services IT equipment.



Staff are not permitted to loan money to activity participants or
service users. This include personal money.



Staff must ensure that equipment is stored and rubbish cleared at
the conclusion of ‘open access’ periods. If food has been prepared,
perishable items must be stored and preparation surfaces wiped
down.



Staff must ensure that the premises and vehicles are fully secured,
alarms activated and all gates locked at the conclusion of ‘open
access’ periods.



In circumstances when an activity is cancelled, a reasonable amount
of effort will be made to inform participants e.g. signage to be placed
on front door.
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INTERNET USE
The intent of this policy is to ensure appropriate use of the internet and
computer facility provided to young people, along with the maintenance of
duty of care. Bassendean Youth Services acknowledges that the internet is
a global entity with a highly diverse user population and young people use
the internet at their own risk.
Bassendean Youth Service accepts limited responsibility for damages,
direct or indirect, arising from its connection to the internet. Due to the
unpredictability of the internet, the Youth Service can not always protect
individuals from information and images which they might find offensive or
disturbing. Staff acknowledge that continual monitoring of internet usage is
not always possible and that reasonable steps are taken to minimise
access of inappropriate materials.


Staff will aim to prevent inappropriate material being accessed via
the internet utilising the Youth Services’ IT equipment.



Staff will endeavour to supervise internet usage to a reasonable
extent and identify any inappropriate material being accessed.



Staff will advise clients against the transmission of inappropriate,
threatening, harassing and/or abusive language, images and
materials.



Staff shall inform clients of the internet use policy and the
responsibilities of usage.



Internet use guidelines for young people will be displayed in the
computer facility in open view of all users.



Computer use guidelines are as follows:
Pornography and offensive material are not permitted
Food and drink are not to be consumed at the computer table
Rough or abusive use of the equipment is not allowed
Everyone must have the opportunity to use the computers



It is the responsibility of Youth Services clients to use the internet in
an appropriate and responsible manner.
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SOCIAL NETWORKING
Social networking sites are rapidly growing in popularity and use by all ages
in society. For individuals, social networking sites provide tremendous
potential opportunities for staying in touch with friends and family.
Staff have a professional image to uphold and online conduct reflects on
the individual and agency. There have been instances of educators
demonstrating professional misconduct while engaging in inappropriate
dialogue with students or posting pictures and videos of themselves
engaged in inappropriate activity.
One of the features of social networks is the ability to ‘friend’ others.
Bassendean Youth Services strongly discourages staff from accepting
invitations to ‘friend’ clients within social networking sites. When clients
gain access into staff members’ network of friends and acquaintances and
are able to view personal photos, the staff – client dynamic may be altered.
‘Friending’ clients provides the ability to share more information than one
should normally share at the workplace. It is important to maintain a
professional relationship with clients to avoid relationships that could lead to
undue attention or reliance.
For the protection of your professional reputation, Bassendean Youth
Services recommends the following practices:


Do not accept clients as friends on personal social networking sites.
Decline any client-initiated friend requests.



Do not initiate friendships with clients



As a minimum, staff should have all privacy settings set to ‘only
friends’. ‘Friends of Friends’ and ‘Networks and Friends’ open your
content to a large group of unknown people. Your privacy may be a
risk.



To ensure confidentiality, you should not discuss clients on your
social networking site, nor should you post images that include
clients on your personal ‘page’.



If you wish to use networking protocols as a part of promotional and
centre based processes, work with the Manager Youth Services to
identify and use a service endorsed networking platform.
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CLIENT TRANSPORT
In the process of providing support services and recreational activities to ‘at
risk’ young people, staff may be required to use personal and Youth
Service vehicles.


Personal vehicles used for client transport must be licensed and in a
roadworthy condition.



Drivers of vehicles used to transport clients must have a current
driver’s license and comply with all relevant road rules.



Staff must not transport clients who exhibit volatile behaviours, or
those whom may pose a safety risk in personal vehicles.



Staff shall be responsible for the wearing of seatbelts by all
passengers whom they are transporting.



Staff shall ensure that the maximum capacity of the transporting
vehicle is not exceeded.



Staff shall pull the transporting vehicle to the side of the road if
behaviour within the vehicle becomes disruptive or dangerous.



Staff shall ensure that clients do not travel with limbs or objects
protruding from the vehicle.



Staff should record odometer readings at the start and finish of
journeys in order to submit mileage claims. Staff should attempt to
minimise, and be able to justify journeys which are eligible for
mileage claims.



In the case of an accident staff will endeavour to use the following
procedure:
Respond to any immediate risk or injury.
Notify appropriate emergency services if required.
Seek medical assistance for yourself and clients.
Report the accident immediately, or as soon as possible, to
the Manager - Youth Services, including damage and injury.
Notify, if appropriate, parents or guardians of clients.
File a police report as soon as possible.
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WORKING ALONE AND AFTER HOURS
The variety of programs delivered by a Youth Service may involve staff
working alone and often after normal working hours. It is important that the
additional risks involved are acknowledged by staff and that reasonable
steps are taken to minimise risk.


Staff shall inform the Manager - Youth Services of intentions to work
after their normal operating hours and expected duration.



Staff should secure the premises in order to prevent unauthorised
entry to the building.



Staff should park personal vehicles in safe, well lit public places and
ensure there is safe passage to that vehicle at night.



Staff members working after hours shall be responsible for effective
lockup of equipment and buildings.



Staff shall be aware of the operation of ‘duress’ buttons and alarm
systems.



Any potential safety issues surrounding work hours or working
unsupervised shall be brought to the attention of the Manager Youth Services.
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INTOXICATED CLIENTS
Bassendean Youth Services staff are often in situations where clients
access services under the influence of alcohol or drugs. Staff must ensure
the safety of themselves and other service users as well as focusing on the
well being of the intoxicated client.


Intoxicated clients must first and foremost not pose a danger to staff
and other service users. If the behaviour of an intoxicated client
becomes disruptive or violent, steps must be taken to minimise the
risk to others. (see ‘Difficult Behaviours’)



Clients may not engage in recreational activities facilitated by the
Youth Service when intoxicated. Bassendean Youth Services
attempts to promote healthy lifestyle choices and a safe environment
for ‘at risk’ youth. Exclusion on the basis of intoxication provides a
clear message about the Service’s aims and philosophy.



Young people who are intoxicated may receive assistance from
Bassendean Youth Services staff. Staff should be aware that an
intoxicated client may not be as receptive to services and should
therefore attempt to negotiate an alternative appointment at a time
when that client is not under the influence of substances. Staff must
ensure their own safety by using discretion as to whether to provide
assistance to intoxicated clients.



Youth Services staff shall not project personal views regarding
substance use by young people. Staff shall provide informative
material pertaining to alcohol and drugs as a ‘harm reduction’
measure and to promote healthy lifestyle choices and options. Staff
must be diligent in ensuring that all support and information relating
to substance use is non-judgmental and adheres to a philosophy of
self-determination and empowerment.
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DIFFICULT BEHAVIOURS
Bassendean Youth Services provides support and recreation services to
young people, including those considered ‘at risk’. During the course of
delivering these services, staff are likely to encounter clients exhibiting
disruptive or inappropriate behaviours. These circumstances must be
approached in a co-ordinated manner which minimises disruption and
maintains positive rapport.


Staff should endeavor to build positive, non-threatening rapport with
all service users. This relationship is invaluable when enforcing
boundaries and negotiating the use of more appropriate behaviour.



All behavioural boundaries must be made clear to service users in an
informative, non-confrontational manner. Staff must ensure that
these boundaries are applied consistently by each worker, and to
each client. Close communication between staff will help to promote
consistency and a sound understanding of these boundaries.



Staff should clearly inform clients exhibiting disruptive behaviour of
which actions are unacceptable within that environment. This
information is to be provided without negative emotion or body
language, and should focus clearly on the inappropriate behaviour,
not on the individual.



Staff should develop a culture of relevant and logical consequences
to inappropriate behaviour.
These consequences must be
implemented immediately and have some relevance to the boundary
being transgressed. Power struggles and emotional confrontation
should be avoided.



Any consequences applied to clients exhibiting inappropriate
behaviour should be applied and discussed privately if possible to
minimise the influence of external factors and to protect the dignity of
the client.



Positive reinforcement of appropriate behaviour is recommended to
prevent future occurrences of disruptive behaviour.



In the event of a disruptive client being unwilling to alter his/her
behaviour, staff must attempt to exclude the young person from the
activity or premises.
This should be initiated through verbal
negotiation with the client regarding possible future participation in
programs/activities, though Rangers or Police are further options if
an agreement cannot be made.



Clients shall be encouraged to take responsibility for their actions
and be empowered to make choices regarding the consequences to
their behaviour.
Staff must respect clients’ rights to selfdetermination and always provide choices when enforcing
boundaries.
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In the event that a client may exhibit potentially violent behaviour, the
safety of staff and other young people must be seen as the highest
priority. Staff should remove all clients from the scene of the
disruption e.g. outside the building, and attempt to negotiate with the
disruptive young person to leave the premises. Rangers and Police
provide further options at this point.



Clients who direct violent behaviour towards staff should not be
negotiated with. Staff are to remove themselves and other service
users from the scene and contact the Police if necessary.



Staff who observe clients engaging in violent behaviour toward each
other are discouraged from intervening physically. The overriding
priority remains the safety of other service users and staff.
Intervention is best conducted verbally and at a safe distance.



Any disruption of a serious nature (see Critical Incidents) should be
recorded on a critical incident form (Appendix B) and the Manager Youth Services informed immediately.
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POLICE
Interaction with police by clients and staff may occur during the provision of
services to ‘at risk’ youth. It is important that clients understand their rights
and responsibilities when dealing with police.


The establishment of positive relations between local police and staff
is important in order to achieve the most effective outcomes for
clients.



Police are entitled to enter the premises when; in possession of a
warrant, whilst in ‘pursuit’, in response to a ‘breach of the peace’, or
if there is reasonable belief an offence is being committed.



Clients should be made aware that the only information which must
be provided to police is their name and home address, unless being
charged with an offence.



Clients should be made aware that they are not obligated to
accompany police unless they are being charged with an offence.



Staff are not required to provide information to police regarding
clients or clients’ whereabouts. (see Confidentiality)



Police may be called to remove disruptive clients from Youth
Services’ premises, though those clients may be charged if police
witness an offence occurring.



Whenever police are involved in an incident involving the Youth
Service or its clients, the names and numbers of officers involved
should be documented.



Staff do not have the right to accompany clients during questioning
though police may allow this to occur once the Youth Worker’s role is
explained.
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SMOKING
The procedures listed below recognise the rights of staff and young people
to make informed choices with regard to smoking. Bassendean Youth
Services does however attempt to promote healthy lifestyle choices, which
require staff to follow procedures when choosing to smoke, and clients to
adhere to well defined boundaries.


All Bassendean Youth Service and Council buildings and vehicles
shall be considered strict non-smoking areas.



Staff shall not supply tobacco products to clients, regardless of age.



Staff and clients may not smoke in Council vehicles, or private
vehicles being used for work purposes.



When choosing to smoke, staff should make reasonable attempts to
minimise contact with clients. Witnessing staff smoking may have a
detrimental effect on the Service’s promotion of healthy lifestyle
choices. To the same end, staff should attempt to remove tobacco
products from plain view to clients in offices and vehicles when
possible.



Clients are permitted to smoke outside of buildings and on camps,
providing others are not being exposed to residual smoke.



Staff who choose to smoke must ensure that they do not take
excessively long periods of time, or leave premises/clients
unsupervised.
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FIRST AID
In the process of conducting activities or delivering support services to
young people, staff may be required to deal with injuries. It is important that
all staff possess the necessary skills for dealing effectively and safely with
injuries, and that appropriate first aid equipment is available within the
premises or on location.
The first aid treatment procedure will be influenced by; the seriousness of
the injury, who is available and more convenient; and the time/day of the
incident.
However, the following procedure is written assuming the First Aider is the
initial point of contact.
SERIOUSNESS OF INJURY
MINOR
Superficial injury.
Does
not
require
diagnosis/treatment
INTERMEDIATE
Requires
medical
treatment.

medical

diagnosis/

Patient can be moved.
SERIOUS
Requires
treatment.

medical

TREATMENT PROCEDURE
The patient is informed if pain
persists or the condition worsens,
they are to see a Doctor.

First aider administers immediate first
aid.
Patient attends a doctor.

diagnosis/

Patient can not be moved.

First aider administers immediate first
aid.
Medical Services and/or Ambulance
contacted.



Staff must ensure that first aid kits are readily available whilst
delivering services to young people or conducting activities. First aid
kits must be maintained and consumed materials replaced.



All vehicles used in the provision of services to young people shall
carry a first aid kit, which must be maintained and consumed
materials replaced.



All staff delivering direct services must undertake first aid training in
order to hold a Senior First Aid qualification which must be kept
current.
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HEALTH ISSUES
Bassendean Youth Services provides support to young people considered
‘at risk’. Staff shall provide services utilising strategies which reflect a ‘harm
reduction’ approach with regard to health issues such as adolescent sexual
activity and illicit drug use.


Staff shall be permitted to facilitate the purchase of intravenous
needles for clients if there is a belief that the client faces a health risk
through the intention to make use of shared or used needles. ‘Fit
packs’ shall be purchased from a pharmacy as needed and shall not
be distributed at Youth Service premises.



Staff shall not provide an ‘exchange’ service for the needles used by
intravenous drug users. Clients are not permitted to bring used
syringes onto Youth Services’ premises.



Staff shall be permitted to distribute pregnancy tests to clients on
request, and maintain a stock at the Youth Services’ premises.



Staff shall be permitted to distribute contraceptive materials to clients
on request, and maintain a stock at the Youth Services’ premises.



Staff shall provide clients with appropriate referral information
relating to the above issues.
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SUICIDE INTERVENTION
During the provision of services to ‘at risk’ young people, staff may
encounter individuals exhibiting suicidal and self-harming behaviours. The
steps outlined below serve merely as a broad guide in assessing the
degree of risk and to reduce the likelihood of immediate harm. The
information gathered will be important when referring an individual to
specialist counselling.
INQUIRY
To be able to identify if a young person is considering suicide, staff should
inquire about stresses, symptoms and thoughts about suicide.


Stressful events – to find out about severity of the stress, ask directly
for personal feelings and the sense of distress they feel about these
events.



Symptoms – (situations, physical changes, behaviours, thoughts,
feelings) the more a symptom points toward an overall theme
involving hopelessness, helplessness and/or desperation, the
greater is the likelihood that they are indicators of suicide risk. Ask
the person directly if they are feeling hopeless, helpless and/or
desperate.



Thoughts of suicide – ask directly if a person is thinking about
suicide.

ESTIMATING RISK
When a young person has disclosed that they have considered suicide,
staff should inquire about the level of risk for suicide is at this time.
 Current suicide plan –
how they plan to do it
how prepared are they
how soon may it happen


Prior suicidal behaviour –
what happened
how it (or they) happened
when it (or they) happened
why they are still alive
have others close to them have tried



Resources –
ask directly about feelings of being alone
find out if they are getting support from anyone
find out if they can turn to someone for help
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CONTRACT
This involves the young person and staff agreeing to a plan that prevents
the immediate risk of suicide.


Specificity – make sure that both staff and young person clearly
understand plan



Limited objectives – be realistic, a contract for one week, one day,
one hour is much better than an unrealistic contract.



Commitment – make the person repeat the agreement.



Crisis support – confirm some arrangements for emergency support.



Suicide-safe environment - in higher risk situations, it may be
appropriate to remove dangerous items from the environment (eg.
Removing firearms, drugs, medicines).

IMPLEMENTION
Staff should implement whatever was agreed do to as part of the contract,
to ensure that the young person will not experience another loss.
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HANDLING USED SYRINGES
The following procedures provide basic information which can be used to
prevent the transmission of infectious disease whilst collecting and
disposing of used syringes:


Treat all syringes as potentially dangerous.



Wear disposable gloves and tongs when handling syringes.



Discard needles and syringes into puncture-proof ‘sharps containers’
to prevent needle-stick injuries. These containers must NOT be
disposed of in normal trade waste.



Wash hands thoroughly with soap and water or antiseptic washes
after removing gloves.



Clean surfaces where the syringes were found with 10% bleach
solution. No visible contaminant should remain.



Remove any contaminated clothing immediately and wash with
detergent.

Accidents involving exposure to human blood products need to be
documented. Medical assessment of employee and treatment, if required,
should be done immediately following the accident.
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BLOOD BORNE INFECTIONS
This procedure is based on the recommendations of WorkSafe Australia to
prevent the transmission of blood-borne infections. The underlying strategy
is to consider all human blood, other body fluids and tissue as potentially
infectious.
The following should be observed:


First aid boxes should include an appropriate disinfectant, adequate
supply of disposable gloves and a resuscitation mask.



All open cuts or sores should be covered with water-proof bandages
and dressing.



Gloves should be worn when handling material contaminated with
human blood or other body fluids and/or cleaning contaminated
equipment.



Hands and other surfaces of the body that are splashed with blood
etc should be washed with soap and water as soon as possible.



Any blood spilt should be mopped up and surfaces then cleaned with
disinfectants. Suitable disinfectants are: 1% freshly prepared Milton
solution; 10% solution of household bleach, or any other disinfectant
containing iodine labelled as ‘Hospital Disinfectant’.



Soiled equipment should be washed with disinfectant solution.
Soiled clothes can be washed or dry cleaned as normal.

Accidents involving exposure to human blood products need to be
documented. Medical assessment of the employee and the treatment, if
required, should be done immediately following the accident.
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APPENDIX A – PERMISSION FORM
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APPENDIX B - CRITICAL INCIDENT FORM
Name
Position
Date

INCIDENT INFORMATION
Date of incident
Location of incident
Names of staff involved
Number of other people involved
Brief description
of incident

Immediate
Action/Response

Long Term
Action/Response

Staff Signature
Manager
Signature
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APPENDIX C - PROCEDURES FOR DISCIPLINE
PURPOSE
This procedure has been developed to ensure a uniform approach to
occasions where an employee's misconduct, omissions or neglect in relation
to duties, or similar situation results in the need to take formal disciplinary
action.
By adopting a formal and uniform approach, including confirmation of any
reprimand in writing, the possibility of misunderstandings in relation to the
disciplinary action can be minimised. This will be particularly important if the
employee is unwilling or unable to correct the unsatisfactory behaviour and it
becomes necessary to proceed to dismissal.
PROCEDURE TO BE FOLLOWED
In the event that an employee acts in an unacceptable manner, the
employee's immediate supervisor or the senior officer, may reprimand the
employee so that the employee understands the nature and implications of
his/her conduct.
The first two such reprimands shall take the form of warnings and if given
verbally, shall be confirmed in writing on a standard notice of disciplinary
action form as soon as practicable after the giving of the reprimand.
Each notice of disciplinary action is to be numbered and placed on file. The
employee concerned is to be requested to sign the file copy. If a refusal is
encountered, the delivery of the notice to the employee must be witnessed
and the file copy endorsed accordingly.
If during any twelve month period of continuing service it is necessary to
reprimand an employee three times, the contract of service may be
terminated upon giving the appropriate notice in accordance with the award
applicable to that employee.
The disciplinary procedures set out in this guide do not affect the right of the
employer to dismiss an employee for misconduct.
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APPENDIX D -RISK ASSESSMENT CHECKLIST
This checklist has been designed to assist in identifying foreseeable risks.
This list is by no means complete and should only be used as a preliminary
guide to identifying risks associated with camps, activities and events.
Weather
Adverse weather conditions
Sunburn
Dehydration
Sun protection

YES
YES
YES
YES

N/A
N/A
N/A
N/A

Young people
Medication
Medical conditions
Allergies
Disabilities
Behaviours
Alcohol/Drug use
Injury
Swimming abilities
Separated from group
Lost/fails to return
Conflict

YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES

N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A

Staff
Illness
Injury
Skills/qualifications

YES
YES
YES

N/A
N/A
N/A

Venue/location
Isolated (medical emergency)YES
Injury/emergencies
YES
Other people
YES
Property damage
YES

Inappropriate conduct
Qualifications/training

YES N/A
YES N/A

N/A
N/A
N/A
N/A

Transport
Car problems
YES N/A
Accidents
YES N/A
Sending a young person home YES N/A
Behaviour during
YES N/A
Activities
Water based – drowning
Injury
Safety
Level of supervision
Skills/qualifications

YES
YES
YES
YES
YES

Contractors
Insurance
Accidents

YES N/A
YES N/A

N/A
N/A
N/A
N/A
N/A
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APPENDIX E - RISK ASSESSMENT KEY
Likelihood
Level

Descriptor

Description

A

Almost certain

It is expected to occur

B

Likely

Has the probability of occurring

C

Possible

Might occur

D

Unlikely

Not likely to occur

E

Rare

Will only occur in exceptional
circumstances

Level

Descriptor

Description

1

Insignificant

No impact, no disruption

2

Minor

Minor impact, minor disruption

3

Moderate

High impact, high disruption

4

Major

Major impact, major disruption

5

Catastrophic

Server impact, permanent disruption

Consequences / Impact
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Risk Analysis Matrix
Likelihood
E
(Almost certain)
D
(Likely)
C
(Possible)
B
(Unlikely)
A
(Rare)

Insignificant
1

Minor
2

Moderate
3

Major
4

Catastrophic
5

S

S

H

H

H

M

S

S

H

H

L

M

S

H

H

L

L

M

S

H

L

L

M

S

S

Risk Analysis Legend
H

High risk

Immediate action required

S

Significant risk

Senior management attention required

M

Medium risk

Management responsibility must be specified

L

Low risk

Managed by routine procedures
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APPENDIX F - RISK REGISTER / PLAN
Activity:____________________________
Risk

Likelihood

Consequences
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Overall
Assessed
Level of Risk

Action Required
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