RISK REGISTER – DATA CAPTURE TEMPLATE

Use this template when identifying your risks and their components. When you have finalised an agreed version, transfer the information into the Risk Register Template
	Area of College
	Please identify the area the Risk Register applies to e.g. Faculty and Department 

	It is important that your Risk Register can be identified and located. Please spell out in full any acronyms or abbreviations.



	Author
	Please enter your name here

	It is important to know who completed the register so any clarification needed can be addressed to them.


	Date
	Enter the date when you complete the form

	Please use the format: Day, Month, Year e.g. 25/12/2008


	(a) 
	Serial number
	Number the list of risks from 1 to n to give each risk a unique identifier

	
	It is important that each risk has a unique identifier. This will assist when discussing risks and will also facilitate cross referencing.



	(b) 
	Risk Title
	Give the risk a title - this should be brief but meaningful. Try to avoid 'Failure to' type descriptions as these are describing causes and not necessarily the full scope of the risk. It is better to use a conditional format i.e. 'If something happens (or not) then this will result. For example: a better title than 'Failure to manage finances' would be 'Incorrect application of current financial regulations will result in reputational damage and possible prosecution'

	
	The risk title gives a brief description of the risk and also acts as a unique identifier.




	(c) 
	Theme
	Risks must link to aims and objectives. These may be strategic or operational depending on the area you are assessing. Remember to include positive risks (opportunities) as well as negative risks (threats).

These will align with the College's Themes which are: 

Core Themes: Education, Research & Translation

Enabling Themes: Resources, Organisation & Influence

	
	Note whether the risk is strategic or operational.
If the Risk Title does not make it clear whether the risk is describing an opportunity or threat then please state this here as well.



	(d)
	 Risk Description
	Describe the risk here. Include sufficient information to identify the area, scope, causes, consequences and other factors that will describe the risk in a way which is understandable to someone who is not from your area or discipline. Expanding on and explaining the title will assist with this. Remember to include all of the components that constitutes a risk i.e. there will be a set of circumstances that give rise to event where the risk is realised, there will be one or more causes, and there will be one or more consequences.

	
	Remember that Risk covers opportunities as well as threats. These are both treated and scored in the same way. Realisation of an opportunity gives benefits; realisation of a threat has costs.




	(e)
	Current Controls
	Describe what is being done to control the risk. Often it is not possible to reduce the impact of a risk, but the likelihood of it happening can be reduced. Or in the case of a positive risk the benefits that can be derived from the opportunity can be made more probable

	
	A risk may have one or more controls. Number the controls sequentially and include the risk number so the control can be matched to the risk.


	(f)
	Impact
(1 to 10)
	Allocate a score to the Impact / consequences of the risk if it were to be realised i.e. if the risk happens how would you rate the impact / consequences. 1 = low, 10 = high. This score applies to both positive and negative risks (i.e. opportunities (benefits) and threats (costs))

	
	Use the guide in the Risk Procedure to assist with the scoring.



Likelihood

	1 to 10)
	Allocate a score to the Likelihood / probability of the risk being realised i.e. how likely is it that the risk will happen 1 = low, 10 = high. This score applies to both positive and negative risks (i.e. opportunities (benefits) and threats (costs))
	

	
	Use the guide in the Risk Procedure to assist with the scoring.


	(h)
	Current Score
	Multiply the Impact by the Likelihood and note the score i.e. (impact) 9 times (likelihood) 10 equals a Current Score of 90

	
	Use the guide in the Risk Procedure to assist with the scoring.


	(i)
	Risk Owner
	Give the name, position and telephone number of the person who owns this risk i.e. who is responsible for managing the risk and ensuring the controls are effective?

	
	It is important that the Risk Owner can be identified and contacted from the information in the Risk Register.


	(j)
	Tolerance
	The Tolerance is the target score for this risk i.e. the level of risk we are prepared to accept.

The College's Risk Tolerance Level is 25 or below and we should be aiming to reduce risk scores to this level; however the principle of 'as low as reasonably practicable' applies.

The Tolerance is calculated on impact times Likelihood. i.e. if the current score is 9 times 10 = 90 (High) we want to reduce this so the Tolerance could be 6 (impact) times 4 (likelihood) = 24 (Tolerance (Low)). Often it is not possible to greatly reduce the impact so the score will be reduced by decreasing the Likelihood.

	
	As a guide the risk should be reduced to As Low As Reasonably Practicable (ALARP). The controls for managing the risk should also be proportionate and cost effective and the Tolerance level should reflect this.


	(k)
	Further Controls/Actions
	Describe here the necessary improvements to the current controls or new controls required; and the actions to implement them, that will reduce the current score to the Tolerance. Put timescales on the introduction and implementation of these. Controls and the actions to implement them must be proportional to the level of risk and cost-effective to implement.

	
	You may need improvements to the current controls, new controls, or both. If you identify new controls or improvements describe them in the same way as you did for the current controls.


	(l)
	Action Owner
	Give the name, position and phone number(s) of the person(s) responsible for implementing the actions to improve the current controls or introduce the new ones

	
	


	(m)
	Review Date
	Set the date when the Risk will be Reviewed to monitor progress and changes

	
	


	(n)
	Date Last Updated
	Enter the date the risk was last reviewed and updated

	
	


	(o)
	4 Ts
	The 4 Ts describe the approach we are taking to managing the risk. These are: Treat, Transfer, Tolerate or Terminate.  If the risk is transferred then Identify to whom (e.g. College Insurance)

	
	


	(p)
	Notes
	Use notes to provide information that will help understand, monitor and progress the risk. Include any developments, actions completed, to flag that there may be new or emerging risks, and consider how the risk may influence or be affected by other risks.
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