SAMPLE CHECKLIST – RISK MANAGEMENT

XXXX Risk Management Checklist
This checklist has been used to undertake an annual review of the current policies and practices of the organisation that relates to risk management.  
Date undertaken:  4th July 2023
Improvements noted for action

	Item

	

	Areas of risk have been identified and prioritised according to their impact on the organisation

	· 

	Evidence:
· Risk Management Policy identifies process for Risk Management
· Risk Management Plan 
· Plan presented to and reviewed by committee annually. Last reviewed 4th July 2023


	A risk management plan exists, with allocated responsibilities

	· 

	Evidence:
· Risk Management Plan allocated Responsibilities 


	Policies / procedures are documented for all areas to ensure laws are complied with

	· 

	Evidence:
· Policies and Procedures in place – Policy Development and Approval Policy
· Policy Manual outlines policies in place at XXXX
· XXXX Code of Conduct outlines all relevant legal obligations required by our service 
· Each policy as well as our Governance Manual has reference to relevant legal requirements   


	Incident reporting procedures are followed

	· 

	Evidence:
· WHS Policy in place outlines procedures for incident reporting 
· Incident management policy outlines what incidents should be reported
· Incident report available on user shares for easy access for all staff 
· WHS induction at commencement of employment 


	Case work practices conform to legal requirements

	· 

	Evidence:
· Service Delivery policy 
· Staff attend Case Management Part 1 and 2 with MTS Training during employment – check that this is on the mandatory training list for staff
· XXXX Code of Conduct outlines legal requirements for working with clients
· Confidentiality policy is in the staff handbook. It is explained and signed by all staff at induction
· Records Management Policy and CIMS data requirements implemented and communicated 




	Premises and practices conform to WHS guidelines

	· 

	Evidence:
· WHS Policy implemented 
· WHS induction with new employees 
· Evacuation plans throughout building 
· First aid kit accessible and identified on evacuation plans and in WHS policy
· First Aid Kits monitored six monthly 
· Documented evacuation drills quarterly by CODE RED  - check that this occurs


	There are clear delegations for all financial decisions or approvals and other types of authorities, such as signing leases, funding agreements and other contracts

	· 

	Evidence:
· Delegations Policy 
· Delegations Chart 


	There are sufficient safeguards against fraud

	· 

	Evidence:
· Fraud and Corruption Policy implemented and communicated 
· Budget management and monitoring process
· Financial report presented on bi- monthly basis to committee 
· Documented delegations of Authority for expenditure and Purchasing Permissions Chart documents approval process
· Coles Card monitored on a daily basis  
· Any authorised expenditure over $250.00 is documented in committee minutes 
· A bi monthly Financial Check is completed by Admin Worker 
· Financial Audit is undertaken annually by independent auditors 


	Budgeting and budget monitoring is well informed

	· 

	Evidence:
· Budget management and monitoring process
· Financial report and quarterly budget vs actual is presented to committee on a bi-monthly basis 
· Any expenses/income over $250.00 is explained in Admin.’s bi- monthly report 






	Where there are risks in processes, no one person has control of a process from beginning to end

	· 

	Evidence:
· Risk management process is discussed with committee 
· Delegation chart outlines responsibilities 
· Annual Financial Audit is undertaken 
· 3 authorised persons sign off on all expenses over $250 paid by the organisation 
· 2 authorised signatures required for operational expenses i.e. utilities accounts
· Monthly financial checklists are completed 




	Office security protects the office from theft and damage

	· 

	Evidence:
· Security screen on all refuge windows 
· Master keys used to access all areas after hours
· All client facing staff have Duress Bands for use whilst at work
· Alarm system in place and monitored by Central Monitoring System 
· Monitored cameras over all external doors and monitored 24/7

	Adequate insurance cover is held for all areas of risk

	· 

	Evidence:
· Asset management Policy implemented and communicated 
· Register of insurance kept up to date 
· Managers calendar identifies when insurance is due 






	Computer files are regularly backed up and stored securely

	· 

	Evidence:
· All documents / files associated with operation of business is saved to iCloud
· Computers regularly monitored and maintained by RLE Computers 
· 

	Risk management is reviewed periodically

	· 

	Evidence:
· Committee Minutes 
· Manager bi- Monthly Report 
· Risk Management Policy and Plan reviewed annually by Manager and every 3 years in line with the strategic planning cycle.
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