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INITIAL RISK ASSESSMENT 


Purpose
To indentify actual and potential risks and assess their potential impact so that they can be managed and mitigated against as far as possible.  

This tool will help you to:

•	Determine information needs
•	Determine the adequacy of resources
•	Determine expertise requirements
•	Avoid unpleasant surprises
Assessing risks also informs decision making and contingency planning.

How to use or apply
This tool highlights a range (but necessarily all) of risks and actions on how to minimise and/or manage them.  

You can use this to:

•	Make an initial assessment of which risks should be monitored
•	Decide what actions can be taken to manage potential risks
•	Determine what information you need
•	Allocate responsibilities and timescales to team members
•	Set a time to reassess and take further action
Keep coming back to the risk assessment as work develops.  Some risks will become less important and new ones will emerge.

Don’t spend a lot of time trying to identify the relevant people or sources before you begin.  Try to identify a few key people and ask them who else they would recommend that you should talk to and/or other data sources which you can access.

Risk assessment is a complex process, and it is something that you should take time and care over.

Source(s)/Reference(s)
•	www.nsmcentre.org.uk
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	POTENTIAL RISKS
	ACTIONS TO MINIMISE AND/OR MANAGE RISK
	INFORMATION NEEDS
	Team member responsible
	Initial time-frame
	When to reassess/ further action

	TECHNICAL RISK

	Project objectives and scope
· Developing a project which is too wide in scope and setting targets that are too ambitious from the outset will result in failure to deliver

Project quality
· Failure to develop the proposed ‘product’ to the appropriate specifications and therefore quality

Timescale
· Failure to meet project milestones and completion dates.

Project team and wider stakeholder group
· Lack of project team cohesion – poor relationships within a project team can result in problems in communication, coordination and co-operation. Ultimately this will have a negative impact on project outcomes

· Loss of project team members – will impact on team cohesion (as above) and will result in the loss of key skills.

· Risks arising from lack of cohesion and co-operation within the wider team’ e.g. key individuals or groups (stakeholders) who may form a steering group. These can impact on time, cost and quality objectives
	· Ensure relevant team experience and expertise. Draw on internal and external expertise and knowledge where necessary with respect to project planning, previous social marketing programmes and the broad target market

· Ascertain available and potentially available resources in relation to the challenge statement and programme scope

· Involve those with experience of project management/similar interventions. Build resource slack/flexibility into time planning. Plan regular project team meetings to review progress and assess targets

· Create a  timetable for project meetings; agree and document a list of roles and responsibilities; establish arrangements and ground-rules for communication and conflict resolution

· Ensure that all knowledge and experience is documented

· Ensure a role for learning between team members

· Clarify expectations. Document roles and responsibilities.  Establish processes for communication and coordination
	· Reassess experience and expertise of core team

· Identify other relevant individuals and teams

· Locate case studies and other data

· Identify training needs and suppliers

· Initial assessment of the quantity and quality of resources e.g. services

· Specific information with respect to reasons for failure to achieve project milestones e.g. influence of commissioning external providers and the tendering process

· How have previous teams managed the process? What do members and external parties consider to have been ‘best practice’? What problems were experienced and how were they resolved?

· Identify where possible the potential for team changes within the  proposed timescale

· Access information about the backgrounds of key stakeholders and their expectations, objectives and motivations with respect to the current challenge


	
	
	





	POTENTIAL RISKS
	ACTIONS TO MINIMISE AND/OR MANAGE RISK
	INFORMATION NEEDS
	Team member responsible
	Initial time-frame
	When to reassess/ further action

	FINANCIAL RISK

	· Failure to meet cost constraints
	· Regular financial monitoring and review
	· Up to date targets and budget information and actual expenditure and projections
	
	
	

	· Changes in costs (inflation)
	· Secure guaranteed fixed price quotes/tenders 
	· Maintain a register of up dated supplier information for competitive tendering. Monitor inflationary pressures
	
	
	

	· Reduction in budgets
	· Distinguish between committed and other funds
· Establish contingency funding sources or alternative approaches to resources e.g. volunteers
	· Monitor govt policy/relevant economic factors.
· Establish a register and data base for potential funding (or in-kind) suppliers
	
	
	

	SOCIAL/POLITICAL RISK

	· Change in legislation/regulatory framework


	· Create awareness of potential impact of legislative change
	· Update knowledge with respect to relevant current and potential legislation. Seek expert advice on potential impacts

	
	
	

	· Changes other external factors/influences on the target audience 
	· Understand the factors which influence behaviour
· Monitor changes and establish trends
	· Access existing knowledge about the target audience
	
	
	

	REPUTATIONAL RISK

	· Failure to deliver results or as planned

· Poor/inaccurate media coverage/reporting
	· Consider reputation management upfront in contingency planning
· Look to pre-empt likely difficult/ challenging questions
	· Identify who or what reputations may be exposed
	
	
	

	BEHAVIOURAL INTERVENTION RISK

	· The planned intervention may have unintended consequences or side effects
	· Identify and plan for adverse reactions
	· Access existing knowledge of past interventions and expert opinion
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