ATTACHMENT B - Tools and Templates

The following tools will be used consistently by all business areas across the University, including faculties, research institutes, controlled entities and key administrative business units, for conducting risk assessment and the ongoing management of risks.

	Tool
	Description

	1. Context Statement
	This is an overarching statement document to support the risk assessment process. It will:
· define the risk assessment activities to be conducted;
· define the activity, process, function, project or service;
· detail the goals, objectives and scope of the activity; and
· clearly define the roles and responsibilities in relation to the activity.

	2. Risk Registers
	Information from the risk assessment process is recorded, reported and monitored using the Risk Register.
The Risk Register enables staff to document, manage, monitor, review and update strategic, corporate and operational risk information.
For each risk the following will be captured:
· a description of the risk;
· the risk category;
· the causes;
· the impact of the expected consequences;
· the existing controls being relied upon;
· consequence and the likelihood of the expected impact;
· the current risk rating;
· the control effectiveness rating (CER);
· the name of the risk owner;
· additional treatment actions to be considered;
· the name(s) of the treatment owner(s);
· the residual risk rating; and
· review timings.

	3. Risk Matrix
	Tool used to assess the level of risk based on the consequence and likelihood of the risk occurring.  The Risk Matrix is located on the UC Portal - Risk and Resilience Management website.

	4. Risk Treatment Action Plans
	A Risk Treatment Action Plan will be prepared for all Extreme and High rated risks.

A Risk Treatment Action Plan contains:
· the tasks to be completed and the risks they address
· the name of the task owners who have responsibility for implementation of treatment tasks
· the timetable for implementation.

	5. Risk Summary Reports
	Risk reports draw information from the risk registers and enable management to monitor and review risks in alignment with the Strategic Plan, business and operational plans, programs of change and other cascading plans.
Risk Summary Reports are completed for the strategic, operational and project risks and used to report to ARMC, Academic Board, controlled entity boards, project control groups/steering committees, faculty visits and other university reporting requirements.
Refer to Reporting section for details.

	6. University of Canberra Website and Portal
	Access to policy, guidelines and template documents are available on the University of Canberra staff portal.

	7. Training and risk workshop facilitation 
	Risk management training courses are available to equip relevant University stakeholders with sound risk management knowledge and skills.  These courses include:
· a walkthrough of the risk management process
· how to conduct a risk assessment
· how to use the tools and templates available
· ongoing monitoring, review and reporting requirements.
Assistance is also available to staff when developing risk registers through workshop facilitation.



