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	Name of workplace: Trundle Central School                                                                           Name of workplace manager: John Southon
Risk assessment focus: Managing cash handling on School premises and transport to bank

	Location / Activity
	Hazard Identification Type / Cause
	Current Controls
	Risk matrix score
	Elimination or Control Measures
	Who
	When

	Cash collection within workplace
	Cash collection over the counter
	Cash collection routine in place
	4
	Ensure cash is not visible for extended period during collection


	Principal/SAM
	Immediate

	Cash counting and processing
	Cash is visible and accessible during processing
	Students are redirected if they approach during counting of cash

	4
	Ensure cash processing is conducted in a secured area out of the way of the main thoroughfare and away from any potential onlooker
	Admin Staff
	Immediate

	Cash transported to bank by employees (where the use of contracting services is not required)
	Cash is visible and accessible

Same time used to make trip to bank

Robbery on route to bank
	Admin employees use a handbag or other than an obvious money collection bag

Employees use car and park in car park next to the bank
	3
3

3
	Conceal cash through the use of a bag or other container that does not allow an onlooker to realise that cash may be within the container

Vary the times, routes, containers and persons that transport cash to and from the workplace

Keep cash to a minimum whenever possible, especially overnight

Keep all information regarding security and cash handling procedures confidential, informing only the persons who are involved with the process
	Admin Staff
SAM

SAM

SAM
	Immediate

	Robbery
	Robbery within school grounds
	None
	3
	Employees are trained in robbery response

Employees follow robbery response procedures
Refer to WHS Directorate Robbery Response Plan
	Workplace Manager & Admin Staff
	Immediate

	Post robbery response
	Injury or shock
	First aid officer available
	2
	Post Robbery Response Strategies:
Contact Trauma Counselling Hotline
Make Staff Aware: Employee Assistance Program

Executive Support
School Safety & Response Hotline Notified

Contact Incident and Injury Hotline

	Workplace Manager
	Immediate

	Relevant additional information reviewed and attached:                          Yes            Robbery Response Plan           
Plan prepared by:  John Southon                                                               Position:   Principal                                                                                                        Date: 03/04/2017
Prepared in consultation with: SAM & Admin Staff                                  Communicated to: SAM & Admin Staff

	Monitor and Review: Monitor the effectiveness of controls and change if necessary. Review the risk assessment if an incident or a significant change occurs. 
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Risk management plan: Cash Handling in the Workplace


Work Health and Safety Directorate
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