Project risk assessment / risk analysis template

Project details
	Project name
	Potty Training Guide Implementation

	Project lead
	[Name / role]

	Risk assessment owner
	[Name / role]

	Date prepared
	[DD Month YYYY]

	Version
	[e.g. 0.1 / 1.0]

	Next review
	[Date or review frequency]



Purpose and scope
This programme is designed to address the growing challenge of children arriving at Reception not fully potty trained.

Using The Potty Training Guide as a universal resource, the programme combines universal distribution, workforce training, targeted communications and parent workshops together, to create a joined-up approach across early years settings, schools, family hubs, health visitors, GP practices, pharmacies, libraries and community partners. The ultimate goal of this programme is to reduce the number of children arriving at Reception not fully potty trained.

Initial timeframes for implementation of this programme is 12-months, although it is highly recommended to embed this practice as standard practice after the initial 12-month implementation process.

Risk assessment and mitigation planning should be an ongoing part of programme planning and evaluation. Key moments for risk assessment include at the set-up stage, and during the project planning stage. Use this document to begin risk assessment as part of the programme set-up phase, and continue to complete the document during project planning.

This risk assessment template covers the key risks associated with designing, delivering and evaluating a programme that aims to reduce the number of children starting school who are not fully potty trained. It allows for consideration of risks relating to child wellbeing and safeguarding, SEND and health needs, equality and inclusion, parent engagement, workforce capacity, consistency of advice, service demand, data protection, evaluation, communications and reputation, and the longer-term sustainability of the approach. It does not assess individual children’s clinical needs or replace professional medical, safeguarding, SEND or legal advice, which should continue to be managed through existing local pathways and procedures.

Risk categories to consider
Not every category will apply. Add or remove categories as relevant to the project.
· Strategic/objectives
· Delivery/timetable
· Financial/budget
· People/capacity
· Partners/suppliers
· Legal/regulatory
· Data protection/information security
· Safeguarding/welfare
· Health & safety
· Equality/accessibility
· Reputation/communications
· Technology/systems


Risk Scoring

How to score risks
Score each risk for likelihood and impact before additional mitigation. Multiply the two scores to calculate the initial risk rating. Re-score the risk after planned controls or actions to record the residual risk.

Likelihood
	Score
	Rating
	Guide

	1
	Rare
	Highly unlikely to occur during the project.

	2
	Unlikely
	Could occur, but is not expected.

	3
	Possible
	May occur at some point.

	4
	Likely
	Expected to occur in many circumstances.

	5
	Almost certain
	Expected to occur or recur during the project.



Impact
	Score
	Rating
	Guide

	1
	Insignificant
	Minimal disruption; objectives remain fully achievable.

	2
	Minor
	Limited disruption, cost or delay; manageable within normal activity.

	3
	Moderate
	Noticeable effect on delivery, quality, budget or stakeholders; management action needed.

	4
	Major
	Significant effect on objectives, timetable, cost, compliance, people or reputation.

	5
	Severe
	Project objectives threatened or major harm, loss, breach or reputational damage possible.



Risk Rating
	Score
	Level
	Suggested response

	1–4
	Low
	Manage through routine controls and review.

	5–9
	Moderate
	Keep under active review and identify proportionate mitigation.

	10–15
	High
	Senior owner and clear mitigation plan required; review frequently.

	16–25
	Critical
	Immediate escalation required. Consider whether activity should pause.




Headline Risk Analysis

Headline findings
Summarise the overall risk position in plain English. Focus on the risks most likely to affect whether the project achieves its objectives.

Overall Risk Position
[e.g. The project is currently assessed as having a MODERATE / HIGH overall risk profile. The most significant risks relate to …]

Priority Risk 1: [Short Risk Headline]
[Describe the risk and why it matters. Include the main cause or trigger, the potential consequence, and any key dependencies.]

Current position: [Initial score / current controls / key mitigation / whether risk is increasing, stable or reducing.]

Priority Risk 2: [Short Risk Headline]
[Describe the risk and why it matters. Include the main cause or trigger, the potential consequence, and any key dependencies.]

Current position: [Initial score / current controls / key mitigation / whether risk is increasing, stable or reducing.]

Priority Risk 3: [Short Risk Headline]
[Describe the risk and why it matters. Include the main cause or trigger, the potential consequence, and any key dependencies.]

Current position: [Initial score / current controls / key mitigation / whether risk is increasing, stable or reducing.]

Key assumptions and dependencies
Capture assumptions that could materially change the risk profile if they prove incorrect.
· [Assumption / dependency 1]
· [Assumption / dependency 2]
· [Assumption / dependency 3]
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Detailed Risk Register
Write risks as clear cause–event–effect statements where possible: “Because of [cause], there is a risk that [event], resulting in [impact].” Score the risk before and after mitigation.

	Ref
	Risk description
	Category
	Initial
L
	Initial
I
	Initial
score
	Existing controls
	Further mitigation / action
	Owner / due date
	Residual
L
	Residual
I
	Residual
score
	Status

	R01
	[Risk]
	[Category]
	[1–5]
	[1–5]
	[L×I]
	[Controls already in place]
	[Action, by whom and when]
	[Name / date]
	[1–5]
	[1–5]
	[L×I]
	[Open / monitor / closed]

	R02
	[Risk]
	[Category]
	[1–5]
	[1–5]
	[L×I]
	[Controls already in place]
	[Action, by whom and when]
	[Name / date]
	[1–5]
	[1–5]
	[L×I]
	[Open / monitor / closed]

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Add or duplicate rows as required. Where a risk has been accepted rather than mitigated, record the decision and approving role in the action/control fields.

Monitoring, Escalation and Sign-Off

Monitoring and review
Set out how risks will be reviewed during delivery. The frequency should reflect the scale and pace of the project. [e.g. The project lead will review the risk register monthly and at each project governance meeting. Risk owners are responsible for updating actions before each review.]

Escalation triggers
Define when a risk should be escalated to a senior decision-maker, project board, trustee, client or partner.

· A risk moves into the High or Critical range.
· A mitigation action is overdue and the exposure is increasing.
·  A risk could materially affect safety, safeguarding, legal/regulatory compliance, budget, timetable, deliverables or reputation.
·  A new issue requires a decision beyond the project lead’s delegated authority.
· [Add project-specific trigger.]

Decisions and risk acceptance
	Date
	Decision / risk accepted
	Approved by
	Review / expiry

	[Date]
	[Decision or accepted residual risk]
	[Name / role]
	[Date / condition]

	[Date]
	[Decision or accepted residual risk]
	[Name / role]
	[Date / condition]

	[Date]
	[Decision or accepted residual risk]
	[Name / role]
	[Date / condition]

	[Date]
	[Decision or accepted residual risk]
	[Name / role]
	[Date / condition]



Sign-off
	Role
	Name
	Date
	Signature / approval

	Project lead
	[Name]
	[Date]
	[Sign / confirm approval]

	Risk / governance owner
	[Name]
	[Date]
	[Sign / confirm approval]

	Senior approver
	[Name]
	[Date]
	[Sign / confirm approval]



