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The purpose of this Risk Register is for 1 and 2 to reduce the possibility of 3:
1. Improve the probability of business continuity in an emergency
2. Maximise excellence and leadership to ensure ongoing business resilience
3. Minimise the risk of serious damage to the company (finance and reputation)

This Risk Register is a dynamic document that sets the agenda for:
1. Plan: Consider the risks that pose challenges to business continuity and reputation
2. [bookmark: _GoBack]Do: SMART activities to ensure that risks are reduced – delegate to an “owner”
3. Monitor:  Checklists, Agendas and Board Papers as necessary to ensure nothing is missed
4. Review: Are the ultimate goals of the Risk Register being addressed?

The next task is to create some simple templates to ensure all activities and monitoring is captured. The flow of the links is like this:
1. Plan: Risk Register is a top level summary document, owned and reviewed by CEO/Board
2. Do: Each item in the Register has a Checklist of activities required and is owned by a senior manager
3. Monitor:
a. Staff Agendas includes an item to review checklists
b. Board Agenda has a Risk Register item that requires: 
i. A Board Paper summarising activity and variances 
4. Review: Where necessary, the Risk score and future activities are updated

This may, at first glance, look complicated.  However, it can be done with a light touch and has the effect of reducing stress by the use of templates for checklists, agendas and board papers
Think of it as a word version of the budget: (forecast; actual; variance and notes if variance is considerable) 
Key to Risk Reference Column: 
RBO = Business Resilience (Finance & Operations)
REL = Business Reputation (Excellence & Leadership)
1 = Purpose
2 = Prosperity
3 = People
4 = Place
5 = Planet
6 = Premises



	Information Field
	Information Required

	Risk Score - Inherent Impact
	A score relating to the impact, should the risk materialise, in the absence of control measures.

	Risk Score - Residual Impact
	A score relating to the impact, should the risk materialise, taking into account the control measures that are already in place.

	Risk Priority
	The risk priority is derived from the risk scores, and is expressed in terms of low, medium (Housekeeping or Contingency) or high (Primary1 or Primary2).



Likelihood of Risk materialising – Scoring Definitions

	
	Score
	Aids to assessment

	Almost Certain
	5
	This is expected to occur frequently/in most circumstances more likely to occur than not.
Risk will materialise on average once every 6 months.

	Likely
	4
	Strong possibility that this could occur - likely to occur. 
Risk will materialise on average once within each year

	Possible
	3
	May occur occasionally, has happened before on occasions - reasonable chance of occurring.
Risk will materialise on average once every 3 - 5 years

	Unlikely
	2
	Not expected to happen, but definite potential exists - unlikely to occur.
Risk will materialise on average once every 5 - 10 years.

	Rare
	1
	Very unlikely to occur – context and live controls indicate this will only happen in exceptional circumstances.
Risk will not materialise more regularly than every 10 years.





Impact of Risk – scoring definitions

	
	Score
	Aids to assessment

	Extreme
	5
	· Severe disruption to work
· Major financial loss (e.g. >£100k)
· Severe damage to reputation
· Serious adverse publicity in the national press
· Major long term consequences
· Very limited time in which to mitigate impact before terminal

	Major
	4
	· Substantial disruption to work
· Unfavourable national media coverage
· Substantial damage to reputation
· Substantial financial loss (e.g. >£50k)
· Significant long term consequences

	Moderate
	3
	· May cause a degree of disruption
· Significant financial loss (e.g. >£20k) 
· Repeated failures to meet internal standards or follow protocols
· Significant damage to reputation
· Unfavourable local media coverage 
· Minimal long term consequences

	Minor
	2
	· Minimal interruption of service
· Isolated failure to meet internal standards or protocols
· Local press interest 
· Limited financial impact (e.g. >£10k)
· No long term consequences

	Negligible
	1
	· Negligible effect on work 
· Minor non-compliance
· Consequences are not severe, and any associated losses and financial implications are very low (e.g. <£1k) 
· No long term consequences




Risk Priority
Use the scoring of the impact and likelihood of risks to classify risks, from the different types of risk register, and thereby to produce comprehensive reports according to the type of risk and its priority. 

Risks are classified under four categories, determined by the impact and likelihood values that are assigned to them. These are:

	Residual Risk Scoring
	Classification

	High Impact, High Likelihood (score 15 - 25)
	Primary 1

	High Impact, High Likelihood (score 10 - 12)
	Primary 2

	High Impact, Low Likelihood (score 4 - 9 )
	Contingency

	Low Impact, High Likelihood (score 4 - 8)
	Housekeeping

	Low Impact, Low Likelihood (score 1 - 3)
	Low




The matrix below illustrates how the impact and likelihood of a risk determines its risk classification.
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	Risk Ref:
	
	Residual risk assessment

	ULTIMATE GOAL: RESILIENCE (Finance & Operations)

	
	RISK
	L
	I
	Score
	
	SUMMARY OF ACTIVITIES / CONTROLS
	MONITORING

	RBO1
	Purpose: Board does not receive appropriate information to enable adequate monitoring
	3
	4
	12
	
	Chair & CEO meet fortnightly; review Agenda and Board Papers before each meeting
Check Actions in Minutes 
Distribute all papers one week before meetings
Review Agenda Template for all board meetings & AGM
Review governance procedures (the business of governance) annually (board development day)
	Annual board development session to review all aspects of governance 

	RBO2
	Prosperity: Closure of building or forced halt in trading (IT attack; power cut, extreme weather etc.)
	3
	4
	12
	
	A Business Continuity Plan is required to be researched, written and approved and differentiate between temporary closure/inconvenience and major incident
	Reviewed annually or if circumstances change

	RBO2
	Prosperity: Failure to detect fraud / recover losses
	2
	4
	8
	
	Change passwords regularly (etc.) as appropriate and check authorities.  
Review/monitor process for staff leaving (security; exit interview etc.)
	Annual Review of financial procedures

	RBO2
	Prosperity: Significant reduction in income (grants or earned) 
	3
	5
	15
	
	New more rigorous approach balancing commercial and community focus. Aim to improve earned and grant income from now (2019) to March 31, 2025 with annual incremental targets.
New options to be presented bearing in mind the restraints on touring product and the cost of additional staff to achieve additional income
	Incorporate into BP & management accounts and review quarterly

	RBO3
	People: Current staff capacity is insufficient to deliver Business Plan
	4
	5
	20
	
	Options for new staff structure and remuneration worked up for implementation from new financial year 2020-21.  Mission critical to deliver current business plan if RFO is to be secured beyond 2022
	November (?) board to discuss and approve 

	RBO3
	People: Loss of key member(s) of staff
	1
	4
	4
	
	Ensure no staff are working under undue stress due to understaffing or lack of training and receive appropriate support
	Annual Review

	RBO5
	Planet: Ignore sustainable development targets until it is too late / power costs increase exponentially
	3
	3
	9
	
	Set SMART targets, such as:
Carbon neutral by 2035
	Incorporate into BP and annual review

	RBO6
	Premises: Major breach of Health and Safety or other statutory regulations
	2
	4
	8
	
	All statutory obligations to be summarised in the Company Handbook with each area having a member of staff as “owner” – staff meetings check regularly with annual health-check/ report to board

	SMT: each item has an owner 
Board: annual review

	
Risk Ref:
	
	Residual risk assessment

	ULTIMATE GOAL: REPUTATION (Excellence & Leadership)

	
	RISK
	L
	I
	Score
	
	SUMMARY OF ACTIVITIES / CONTROLS
	MONITORING

	REL1
	Purpose: Mission drift
	2
	4
	8
	
	Purpose and values reviewed annually 
	As RBO1

	REL2
	Prosperity: declining standards of customer satisfaction resulting in damaging (fake?) online reviews, word of mouth gossip, genuine bad service
	2
	5
	10
	
	Focus on appropriate customer service training for all staff
Encourage feedback and constructive criticism
Open, learning organisation – regular monitoring 
Review Marketing plan to ensure abreast of social media trends
	Annual report to Board

	REL2
	Prosperity: Failure to understand the balance between commercial / subsidy could result in losing core funding or becoming too reliant on core funding
	3
	4
	12
	
	Clarity of balance of programme across styles 
Regularly check comparator venues and network to learn from others
Compile data that is useful to understanding the +/- of different events including reputation 
	Programming board report for each season to explain balance of programming & events

	REL3
	People: Return of toxic / poor experience for staff and extending to contractors/visiting companies
	2
	4
	8
	
	Encourage open, honest, coaching style of management
Encourage appropriate personal and professional development
Company Handbook focus on staff welfare and development 
	Annual review of staff turnover, absence, other HR issues

	REL4
	Place: Decline in public perception, reputation, media relations
	2
	4
	8
	
	Encourage open, honest, transparent organisation (downloadable annual report, business plan etc), regular networking in the community and interactive social media
	Annual report to Board

	REL4
	Place: Decline in stakeholder relationships, lack of quality engagement (See also separate Mapping exercise)
	2
	4
	8
	
	Review job descriptions to ensure appropriate focus on regular, high quality stakeholder engagement 
	Annual report to Board

	REL5
	Planet: Lack of progress / leadership leads to reputation damage among staff and public
	4
	3
	12
	
	Staff committee to drive change; champion progress on social media; make sustainability a standing item on Board agenda. Set SMART targets, such as: Zero to landfill and Eliminate single use plastic
	Annual report to Board

	REL6
	Premises: Poor cleaning and poor maintenance to keep venue at (5?)* standard
	1
	4
	4
	
	Random checks around building; regularly survey all users; encourage all staff to take responsibility to day-day cleanliness/tidiness
	Annual report to Board

	REL7
	Premises: Failure to save for future refurbishments as necessary
	2
	4
	8
	
	Ticket surcharge to create ringfenced reserve?
	November Board report
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