Resource 6 - Risk log
 log
This resource provides a central place where you can record and prioritise all identified risks, making it easy to monitor and review them throughout the whole process. It will help with risk management, how to remove or lessen the chance of risks occurring and the likelihood and impact. 


How to use the risk log and impact grid

1. Fill in the date when the risk was first identified. This is important so that you
can see how long the risk has been present. 

2. Give the risk a reference – often this is a number but you can use whatever
reference suits your organisation.

3. Describe the risk. This would usually include why the risk might happen and any impact on the organisation if it did happen.

4. For each identified risk, use the probability impact grid to code both the severity and likelihood of each risk to give you an overall score and risk level using the values of 1, 2 or 3 respectively. Firstly, determine the likelihood that the risk will happen on a scale of 1-3. 

5. Next determine the severity or impact on the organisation if the risk happened using the values of 1, 2, or 3 respectively. You might find it useful to refer to your SWOT and/or PESTLE analysis to assess the risk level.  

6. Multiply the impact number with the likelihood number to give you an overall score to assess the level of risk as low, medium or high. You can plot your risks on the grid using the allocated reference number to visually see your priority risk areas and how many there are. 














Probability impact grid 
Risk = likelihood x severity
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7. Once you’ve established the level for each identified risk, record this on the risk log template in order of priority. Remember that risks can be time and situation specific and the level can increase or decrease, depending on the operating environment. 

8. Write down the actions you will take in the mitigations/contingencies box to either stop the risk happening or to lessen the risk if it did happen on specific areas of the organisation. Some areas may be more impacted than others if the risk happened. 

9. Assign who is responsible for the overall coordination of the actions. A group of people might carry out the actions identified to lessen the risk but someone will need to be assigned as the overall lead person.

10. Monitor and review risks on an ongoing basis. Set a review date and update the log as required after each review. The level of risk will determine how often it would need to be reviewed. Risks may need to be reviewed before their planned date if there are any significant changes and the risk level increases or decreases. Use the actions taken/comments column to record any changes. 
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Risk log template 
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Now you’ve identified your risks, take all the information from your Analyse and Plan stage to create your workforce plan using Resource 7. 
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