
	developing a risk register


What is a risk register?

The risk register lists all the risks identified at the beginning and during the life of the project, their grading in terms of likelihood of occurring and seriousness of impact on the project, initial plans for mitigating each high level risk, and subsequent results.

It usually includes:

· a unique identifier for each risk

· a description of each risk and how it will affect the project

· an assessment of the likelihood it will occur and the possible seriousness/impact if it does occur (low, medium, high)

· a grading of each risk according to a risk assessment table (refer to Table 1)

· who is responsible for managing the risk

· an outline of proposed mitigation actions (preventative and contingency).

The register should be maintained throughout the project and will change regularly as existing risks are re-graded in the light of the effectiveness of the mitigation strategy, and new risks are identified. In smaller projects, the risk register is often used as the risk management plan.
Why would you develop a risk register?

A risk register is developed to:

· provide a useful tool for managing and reducing the risks identified before and during the project

· document risk reduction and management strategies being pursued in response to the identified risks and their grading in terms of likelihood and seriousness

· provide the trustees, management committee, and funders with a documented framework from which risk status can be reported

· ensure the communication of risk management issues to key stakeholders

· provide a mechanism for seeking and acting on feedback to encourage the involvement of the key stakeholders

· identify the actions required for implementation of the risk management plan and associated costings.
When would you develop a risk register?

Initial risks must be identified and graded according to likelihood and seriousness very early in the project. This initial risk assessment will form part of the project proposal/brief or project business case for the project. Once the project is approved the risk register should be fully developed.
What you need before you start:

· knowledge and understanding of the project

· knowledge and understanding of the key stakeholders

· knowledge and understanding of appropriate types of risk management activities, or where to obtain them

· any of the following optional documents – project proposal/brief, project business case, or project business plan
What you will have when you are finished

You will have a completed project risk register that is ready to be given due consideration by your trustees, management committee and project funders.
How to use these templates
We have provided you with two different types of templates.  The first is a risk identification template (Appendix 1) that asks you to list the key risks associated with the implementation and delivery of the project.  You need to include an explanation of the risk, where it might come from and the potential impact on the project or your organisation.

To prepare this list you may want to discuss it with a number of people from across your organisation including the staff, the trustees and some of your partners. You should ensure that you cover the main areas of activity that your project will undertake and some of the risks that you identify could involve the:

· project failing to deliver 

· funding 

· stakeholder engagement 

· resources (including staffing) 

· contracts and procurement 

· quality assurance.  
The second template at appendix 2 is to help you to produce the risk register itself.  This template shows the ways you can measure the risks and the impacts it will have on your project.  There is a table to complete to show you have considered the risks and know when you will need to take action.  We have provided a couple of examples in the table to show you how to complete it.  You will need to delete these when you start as they may not be relevant to your project.
Your completed risk register should be brief and to the point, so it quickly conveys the essential information. It should be updated on a regular basis, at least monthly.
The description of the risk should include a description of the impact as well where this is not immediately obvious. You will also need to identify the action that you will take to prevent or reduce the risk.  This could include such things as: 

· preventative actions - planned actions to reduce the likelihood a risk will occur and/or reduce the seriousness should it occur. (What should you do now?)

· contingency actions - planned actions to reduce the immediate seriousness of the risk when it does occur. (What should you do when?)

· recovery actions - planned actions taken once a risk has occurred to allow you to move on. (What should you do after?) 
Appendix 1

Risk identification template
	Reference
	Risk
	Source

(How can the risk occur)
	Impact

(What is the impact of the risk occurring)

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	


Appendix 2

Risk register as at (date)
Project name:

Report for: 
Project manager: 

Project scope:
	Rating for likelihood and seriousness for each risk

	L
	Rated as low
	E
	Rated as extreme (used for seriousness only)

	M
	Rated as medium
	NA
	Not assessed

	H
	Rated as high
	
	


	Grade: Combined effect of likelihood/seriousness

	
	Seriousness

	Likelihood
	
	low
	medium
	high
	EXTREME

	
	low
	E
	D
	C
	A

	
	medium
	D
	C
	B
	A

	
	high
	C
	B
	A
	A


	Recommended actions for grades of risk

	Grade
	Risk actions

	A
	Actions to reduce the likelihood and seriousness to be identified and implemented as soon as the project commences.

	B
	Actions to reduce the likelihood and seriousness to be identified and appropriate actions implemented during project execution.

	C
	Actions to reduce the likelihood and seriousness to be identified and costed for possible action if funds permit.

	D
	To be noted - no action is needed unless grading increases over time.

	E
	To be noted - no action is needed unless grading increases over time.


	Change to grade since last assessment

	NEW
	New risk
	(
	Grading decreased

	—
	No change to grade
	(
	Grading increased


	Ref:
	Description of risk


	Likelihood


	Seriousness


	Grade


	Change
	Actions
	Responsible officer

	1
	Inadequate funding to complete the project
	M
	M
	B
	NEW
	Re-scope project, focusing on time and resourcing
	Project Manager

	2
	Lack of technical skills in staff
	H
	H
	A
	↑
	Develop training plan
	Consultant
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