[image: image1.png]JISC

infoNet)




Risk Assessment


The potential risks involved in undertaking a project can be presented in a tabular format as set out below.   Some examples are given but your project needs to define the risk elements that are appropriate to you.  A typical risk assessment table is likely to run to many rows.  Other risk headings may include: hardware, software, network, data conversion, integration/interfacing, user acceptance etc.

	Risk
	Likelihood
	Impact
	Risk Management Approach/Mitigating Actions
	Early Warning Signs

	Skills
	
	
	
	

	Unqualified Records Manager
	Medium
	Medium
	Encourage attendance at appropriate training sessions. Self education via infoKits
	Low morale. Appears to do “little jobs” rather than planning audut

	Poor communication skills
	Medium
	High
	Training and mentoring
	Low visibility. No public presentations

	Poor organiser
	High
	High
	Should be replaced. 
	Lack of coherent plan, approved, and signed off

	Management
	
	
	
	

	Failure to persuade senior management
	Medium
	High
	Look for external help
	Papers always in AOB section of Agendas, referred to next meeting. 

	Failure to persuade colleagues
	High
	High
	Conduct small-scale audit, which makes an impact. Keep them informed of progress
	Colleague indifference Who are you? Why are you wasting my time?

	No coherent plan of the audit project
	Low
	High
	Set milestones and phases for completion of sections of task, and encourage Records manager to link them together as a project.
	No obvious logic in the way the audit is approached

	Technical
	
	
	
	

	Lack of information about legal requirements on particular record classes
	Medium
	Medium
	Encourage use of infoNet links and look for advice from JISClegal and the National Archives,  Records Management Unit
	Audit is incomplete with no retention schedules
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