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1.0

EXECUTIVE SUMMARY

The College of Business Education (CBE) is among the higher learning institutions in
Tanzania that provides training, conducts research and provides advisory services in
business and other related disciplines. The College needs risk management Policy to
support the College’s efforts in achieving its mission and vision through development and
implementation of College Academic and non-Academic activities that meet local and
international standards.
This policy document contains the Policy issues, statements, strategies and operational
procedures which will guide the College on effective implementation of risk management.
This will enable campuses, departments, and units to more consciously consider risk
issues when carrying out their roles and responsibilities.
The policy addresses issues on roles and responsibilities on risk management of the units,
risk management procedures and key template of the risk current process, risk
identification and analysis sheet, risk register and risk treatment schedule and action.
The risk management Policy comprehensively applies to all individuals in the College
community and all forms of risk aspects. The policy details each College member’s roles
and responsibilities in implementing risk management policy. It is designed to be
consistent with other College policies and governmental laws that regulate risk aspects
of the organization which is vested under internal auditor general
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CHAPTER ONE
INTRODUCTION
Background
The origin of the College of Business Education (CBE) is closely linked to the history of the Nation
itself. It was soon after Independence on 9th December 1961, that the newly independent state
found itself in need of trained personnel to Commercial and Industrial activities. At that time there
were very few nationals with commercial education and expertise. The need to train nationals for
the commercial sector therefore gave birth to a business training institute in the country.

In 1965 the establishing Act of the College, Act of Parliament No. 31 of 1965 was enforced. The
said Act gave the College its legal status as an autonomous institution with its Governing Body. The
duties of the Governing Body were to govern and administer the College activities under the Ministry
responsible for Trade. His Excellency, J.K. Nyerere, the first President of the United Republic of
Tanzania officially opened the new College in January 1965. The College was officially named the
“College of Business Education” (CBE).

The College of Business Education has substantially extended its academic portfolio to meet the
increased demand for business studies and related disciplines. The College has expanded in terms
of the range of academic programmes offering, areas of specialization and geographical presence.
Programmes offered include Certificate, Diploma, Bachelor, Postgraduate Diploma and Masters in
the areas of Business Administration, Procurement and Supplies Management, Accountancy,
Marketing, Information and Communication Technology and Metrology and Standardization.
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Currently the College has four campuses namely Dodoma, Mwanza, Mbeya and Dar es Salaam
which is the main campus.

1.2 Vision, Mission and Core Values
1.2.1 Vision
To be a dynamic, well equipped, world-class known and recognized centre of excellence in
competence based training, research and consultancy services in business and related disciplines.

1.2.2 Mission
To provide high quality demand-driven competence based education through training research and
consultancy services in business and related disciplines.

1.2.3

Core Values

i) Academic Freedom
The College is independent and cherishes and, defends free inquiry and scholarly
responsibility.
ii) Advancing and Sharing Knowledge and Skills
The College supports scholarly pursuits that contribute to knowledge and
understanding within and across disciplines, and seeks every opportunity to share
them broadly.
iii) Excellence
The College through its students, staff, and alumni, strives for excellence and
trains students to the highest standards.
iv) Integrity
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The College acts with integrity, fulfilling promises and ensuring open, respectful
relationships among its stakeholders. CBE abides with ethical code of conduct and
respect for laws.
v) Mutual Respect and Equity
The College values and respects all members of its communities, each of whom
individually and collectively makes a contribution to create, strengthen, and enrich
teaching and learning environment.
vi) Public Interest/ Customer Care
The College embodies the highest standards of service and stewardship of
resources and works within the wider community to enhance societal good
satisfaction.

The College functions
Generally, the functions of the College of Business Education are stipulated under Act [Cap 315
R.E. 2002]. Concisely, the core functions of the College are:

i)

Teaching and learning;

ii)

Conducting research; and

iii) Providing consultancy services.

Purpose
1.4.1

The College of Business Education (CBE) faces various risks that have the
potential to disrupt the achievement of its strategic, tactical and
operational objectives.

1.4.2

The College has decided to embed risk management in order to make
better informed decisions and improve the probability of achieving its
strategic, tactical and operational objectives; and to be in compliance with
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the National Guideline on Risk Management (2012) and its accompanying
Treasury Circular No. 12 of 2012/13.
1.4.3

This document, referred to as the Risk Management Policy, sets the
principles and approach in embedding risk management at CBE by
outlining the risk policy, appetite, risk governance structure and related
procedures.

Policy Objectives
1.5.1

To confirm and communicate the CBE’s commitment to risk management
to assist in achieving its strategic, tactical and operational objectives.

1.5.2

To formalize and communicate a consistent approach to risk management
in CBE’s activities.

1.5.3

To ensure that all significant risks to the College are identified, assessed
and where necessary treated and reported in a timely manner through the
appropriate channels.

1.5.4

To assign accountability to all staff for the management of risks within
their areas of control.

Scope
1.6.1

Risk management is incorporated into all areas of CBE’s operations,
including academic and administrative functions.

1.6.2

This Policy applies to all CBE staff, students, contractors, volunteers,
and any other individual working with the College in any type of
arrangement.
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Definitions
1.7.1

Risk: The possibility of an event or condition occurring that will have an
impact on the ability of the organisation to achieve its objectives. Risk is
measured in terms of its likelihood and impact.

1.7.2

Inherent risk: A risk existing in the absence of any action to control or
modify the circumstances (see residual risk).

1.7.3

Residual risk: A risk that remains after all the efforts (current controls)
have been made to mitigate or eliminate a risk (an inherent risk)
associated with an objective or a business process.

1.7.4

Risk management: A systematic application of management principles,
approaches and processes to the task of identifying and assessing risks,
and the planning and implementing risk responses.

1.7.5

Risk identification: Process of determining what might happen, how,
when and why.

1.7.6

Risk evaluation: Process of comparing the significance of the risks to
define the order in which they should be dealt with.

1.7.7

Risk analysis: Systematic process applied to understand the effect of the
uncertainty of the risk on our goals and objectives.

1.7.8

Risk owner: Any individual, generally a head of school, unit, centre,
department or project team member, who is responsible for the
management, monitoring and control of an identified risk, including the
implementation of the selected treatment responses.
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1.7.9

Risk register: A tool used in the Risk Management process to keep an
overview of identified risks and corresponding mitigations or counter
measures.

1.7.10

Risk appetite: Level of risk that an organisation is willing to take in order
to execute a strategy.

1.7.11

Risk treatment: Process of selection and implementation of measures to
modify risk
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CHAPTER TWO
2.0

RISK POLICY AND APPETITE STATEMENTS

Risk Policy Statement
2.1.1

CBE recognizes that a certain level of risk is inherent to its activities, and
such risk, if not properly managed, have the potential to affect the College’s
ability to achieve its strategic, tactical and operational objectives.

2.1.2

CBE considers risk management to be a critical facet of good corporate
governance, and that effective management of risk will provide a
reasonable assurance towards the achievement of the College’s strategic,
tactical and operational objectives.

2.1.3

With the above acknowledgement:
i. CBE is committed to embed risk management in it is structure,
culture, planning process and operations so as to obtain a reasonable
assurance that risks are managed to the satisfactory level consistent
with the prevailing risk appetite.
ii. CBE shall maintain a Risk Register that shall document all the identified
and assessed risks and their proposed responses and action plans.
iii. CBE shall regularly review and monitor the implementation and
effectiveness of the risk management processes.
iv. All officials, staff and service providers are charged with the
responsibility of adhering and implementing this Policy.
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Risk Appetite Statement
2.2.1

CBE is set to keep all the risks facing its objectives at a minimum. The
overall approach is to manage all risks that may affect the College at a
level consistent with the College’s appetite. However, there shall be a
balance between the level of risks accepted and risks avoided. This balance
is set to ensure that risk management does not limit the College’s quest
for becoming an innovative and entrepreneurial Institution where a certain
level of risk is tolerated.

2.2.2

CBE’s risk appetite shall vary according to the activity undertaken, and
that the acceptance of risk is always subject to ensuring that potential
benefits and risks are fully understood before decisions are made or
developments are authorized, and that sensible measures to mitigate
risk are established.

2.2.3

The following statements reflects CBE’s appetite with regard to risks
against its reputation, compliance, financial systems, research, education
and student experience, major changes activities, and people and culture:
i. Reputation: It is regarded as critical that the College preserves its high
reputation. The College, therefore, has low appetite for risk in the
conduct of any of its activities that puts its reputation at stake, could
lead to undue adverse publicity, or could lead to loss of confidence by
the political establishment, students and funders of its activities.
ii. C o m p l i a n c e : CBE places great importance on compliance, and has
no appetite for any breaches in statutes, regulations, professional
standards, research or academic ethics, bribery or fraud. It wishes
to maintain accreditations related to courses or standards of operation,
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and has low appetite for risk relating to actions that may put
accreditations in jeopardy.
iii. Financial: CBE aims at maintaining its long term financial viability
and its overall financial strength. Whilst targets for financial
achievement will be higher, the College will aim at managing its
financial risk by establishing effective financial controls against possible
misuse, embezzlement and fraud.
iv. Research: CBE wishes to be at the leading edge in the creation of
knowledge and making a difference to the Tanzanian society. The
College recognizes that this will involve an increased degree of risk in
developing research activities, and is comfortable in accepting this risk
subject to limitations imposed by ethical considerations and ensuring
that potential benefits and risks are fully understood before
developments are authorized and that sensible measures to mitigate
risk are established.
v. Education and Student Experience: CBE wishes to stimulate students
to develop a lifelong thirst for knowledge and learning, and encourage
a pioneering innovative and independent attitude and an aspiration to
achieve success. The College recognizes that this ambition involves an
increased degree of risk in developing education and the student
experience, and is comfortable in accepting this risk subject always to
ensuring that potential benefits and risks are fully understood before
developments are authorized and that sensible measures to mitigate
risk are established

COLLEGE OF BUSINESS EDUCATION: Risk Management Policy (2017)

Page 9

vi. Major Change Activities (e.g. projects, collaborations, etc): Major change
activities are required periodically to develop the College, and to adapt
to changes in the regulatory and technological environment and in the
nature and conduct of the College’s activities. CBE expects such
changes to be managed according to Best Practices in project and
change management, and has low appetite for deviating from such
standards.
vii. People and culture: CBE aims to value, support, develop and utilize
the full potential of its staff to make the College a stimulating and
safe place to work. It places importance on a culture of academic
freedom, equality and diversity, dignity and respect,

collegiality,

annual reviews, the development of staff, and the health and safety
of staff, students and visitors. It has low appetite for any deviation
from its standards in these areas.
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CHAPTER THREE
3.0

ROLES AND RESPONSIBILITIES ON RISK MANAGEMENT

The roles and responsibilities of various organs and officials in risk management at CBE
are summarized as follows:
The Governing Body
3.1.1

The College Governing Body has the overall responsibility for the
management of risk within the College. The Governing Body will approve
the College’s Risk Management Policy; and will satisfy itself through its
Audit Committee that an adequate Risk Management Policy is in place in
the College and that Fundamental Risks are being managed appropriately
by the College Executive.

Audit Committee
3.2.1

The role of the Audit Committee is to assure the Governing Body that an
adequate Risk Management Policy is in place in the College. In providing
the required level of assurance, the Audit Committee will:
i. Keep under review, and advise on, the operation and effectiveness of
the College’s Risk Management Policy;
ii. Ensure that assurance provided by management and external/internal
auditors is appropriate;
iii. Monitor the effectiveness of Risk Management in relation to risks
identified as fundamental to the success or failure of the College’s
strategic objectives;
iv. Report to the Governing Body on its findings in relation to fundamental
risk management and the adequacy of the Risk Management Policy on
an annual basis.
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The Rector and Executive Management
3.3.1 The Rector and the College’s Executive Management are responsible for:
i) Designing and implementation of the College’s overall Risk Management
Policy;
ii) Encouraging a risk management culture throughout the College so that
risk is embedded as part of the College’s decision making and operation;
iii) Identifying and monitoring Fundamental Risks to the College’s strategic,
tactical and operational objectives;
iv) Ensuring that each fundamental risk has a „Risk Owner responsible for
its management;
v) Ensuring that individuals understand what level of risk they are
empowered to take on behalf of the College;
vi) Ensuring risks are appropriately managed through consideration of
reports on risk treatments on quarterly basis from Directors, Heads of
Departments and Heads of Administrative Units as risk owners;
vii) Monitoring the assessment and management of fundamental risks that
could impact on the achievement of the College’s objectives;
viii)

Report to the Governing Body (through the Audit Committee) on the

College’s Risk Register and the implementation of the Risk Management
Policy.
Risk Management Coordinator
3.4.1

There shall be the College’s Risk Management Coordinator who shall be
appointed among the existing Senior Managers in the College.

3.4.2

Risk Management Coordinator is responsible for the overall coordination
of risk management activities at the College.
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3.4.3

The Risk Management Coordinator shall report to the Rector on all
matters relating to Risk Management.

3.4.4

Specifically, the Risk Management Coordinator shall:
i.

Co-ordinate and monitor the implementation of risk management
initiatives within the College;

ii.

Coordinate

the

development or

updating and review of the

College’s Risk Management Policy and Risk Register;
iii.

Work closely with the “Risk Owners” in overseeing the identification
and treatment of risks falling in their respective areas of
responsibilities;

iv.

Ensure that relevant risk information is reported and escalated or
cascaded, as the case may be, in a timely manner that supports the
College’s requirements; and

v.

Attend at Audit Committee’s meetings when Risk Management issues
are discussed.

Directors and Heads of Departments or Units
3.5.1

These are the “Risk Owners” hence responsible for integrating and
implementing risk management processes into their respective areas of
responsibilities and operational routines.

3.5.2

Specifically, the Directors, Heads of Departments, Heads of Units are
responsible for:
i. Executing their responsibilities as set out in the Risk Management
Policy and Procedures;
ii. Empowering officials under their areas of responsibilities to effectively
perform their risk management duties through proper guidance,
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supervision,

communication

of

responsibilities

and

providing

opportunities for skills development;
iii. Aligning the functional risk management methodologies and processes
with the College’s enterprise risk management process;
iv. Devoting personal attention to overseeing the management of key
risks within their area of responsibility;
v. Providing risk management reports and or presenting to the Risk
Management Coordinator;
vi. Maintaining the proper functioning of the control environment within
their areas of responsibility.
Chief Internal Auditor
3.6.1

The Chief Internal Auditor is responsible for providing the Audit Committee
with an objective assurance (and advice) on the effectiveness of the
College’s Risk Management Processes.

3.6.2

In fulfilling this responsibility, the Chief Internal Auditor must:
i. Develop Risk-based Internal Audit Plans consistent with the College’s
risk profile;
ii. Evaluate the College Risk Management Policy (i.e. Policy, Governance
Structure, and Procedures) to ascertain if they support and align with
the College’s mission and strategic objectives;
iii. Ascertain whether significant risks on the College’s strategic
objectives, targets and functions are identified and appropriately
assessed, and that appropriate risk responses are selected and
implemented, so as to align risks treatments with the College’s risk
appetite;
iv. Ascertain if relevant risk information is captured and communicated in
a timely manner across the College, enabling the Audit Committee, the
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Rector, the Management and staff to carry out their responsibilities;
and
v. Provide the Audit Committee and the Rector with reports on the
effectiveness of the College’s risk management Policy.
Other Staff
3.7.1

All staff are responsible for integrating and implementing risk management
into their day-to-day activities.

3.7.2

With this respect, staff must:
i. Comply with all College rules, regulations and instructions relating to
Risk Management;
ii. Work in a manner which is safe and secure for themselves, colleagues
and visitors;
iii. Implement the risk treatment action plans that address specific risks
falling in their areas of responsibilities;
iv. Inform their supervisors and/or the Risk Management Coordinator of
new risks and significant changes on known risks; and
v. Co-operate with other role players in the risk management process
and providing information as may required.

Service Providers
3.8.1 All service providers are responsible for implementing risk management
activities as provided in their respective contracts entered into between them
and the College.
3.8.2 With this respect, Service Providers must:
i) Comply with all the terms and conditions specified in their respective
contracts;
COLLEGE OF BUSINESS EDUCATION: Risk Management Policy (2017)
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ii) Comply with other relevant College’s rules, regulations and conducts; and
iii) Inform their “Contract Managers” of new risk(s) and/or any significant
changes on known risks.
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CHAPTER FOUR
4.0

RISK MANAGEMENT PROCEDURES

The Risk Management Procedures detail the process for the development of the College
Risk Register and treatment, monitoring and reporting of risks.
Risk Management Model
4.1.1

CBE aligns its risk management procedures with the Guidelines for
Developing and Implementing Risk Management Policy in Public Sector
Organization (PSO) (of December, 2012 or any current updates) as issued
by the Ministry of Finance through the Internal Auditor General’s Division
(IAGD).

4.1.2

Additionally, at the implementation of the risk management process, the
College adopts the ISO 31000:2009 model of Risk Management Process
(see Figure below).
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Figure 1: Risk Management Process (Source: ISO 31000:2009)

4.1.3

The College’s Risk Management process will follow the procedures
outlined in the Standard as follows:

Establishing Context
4.2.1

This is the strategic, organizational and risk management context against
which the risk management process in the organisation will take place.
Criteria against which risk will be evaluated should be established and the
structure of the risk analysis defined.

4.2.2

Context could be viewed in

terms

of external (political, legal,

technological, economical, social and environmental) and internal
environments to the organisation (to include all departments, units,
sections, programs, projects, activities in all sectors). These are mostly
where the sources of risks come from.
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Risk Identification
4.3.1

This is the identification of what, why and how events arise as the basis
for further analysis. The risk analysis will be against the College’s Strategic
Objectives, targets and operations/ functions.

4.3.2

This identification may be done through either a workshop, survey or
when a new risk emerges. All identified risk will be captured in the Risk
Identification and Analysis Sheet (see Template 1).

Risk Analysis and Evaluation
4.4.1

This is determination of existing controls and the analysis of risks in
terms of consequence and likelihood in the context of those controls.

4.4.2

The analysis should consider the range of potential consequences and
how likely those consequences are to occur.

4.4.3

Consequences and likelihood are combined to produce an estimated
level of risk. This is a comparison of estimated risk levels against preestablished criteria. This enables risks to be ranked and prioritized. This
information will also be captured in the Risk Identification and Analysis
Sheet (see Template 1).

Risks impact and likelihood will be rated as using a 3- b a n d rating scale as
follows:
Table 1: Three Band Risk Assessment Scale
Number

Impact

Likelihood

3

High (H)

High (H)

2

Medium (M)

Medium (M)

1

Low (L)

Low (L)
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The summary categorization of risk status to be used is shown below:
Table 2: Classification Guidance on Impact of Risks
Rank
High

Score
3

Explanatory Note






Medium

2








Low

1






Non-delivery of services/ impact that would result in
failure to achieve three or more of our strategic aims,
objectives or key performance targets
Significant financial loss (e.g. budget reduction by 20%)
Multiple loss of life and/or loss of reputation or image
that may take more than five (5) y e a r s to recover or
involves litigation
Event that involves significant management time
Non-delivery of services/ impact that would result in
failure to achieve one to two of our strategic aims,
objectives or key performance targets
High financial loss (e.g. budget reduction by 5% to 10%)
Multiple loss of life and/or loss of reputation or image
that may take 1-5 years to recover or involves litigation
Event that involves relatively higher management time
Partial delivery of services/ restricted ability to achieve
one or more of our strategic aims, objectives or key
performance targets
Delivery of services with acceptable levels of
problems/some a s p e c t s of one or more of our strategic
aims, objectives or key performance targets
Minor financial loss (e.g. budget reduction below 5%)
Event that involves little management time
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Table 3: Classification Guidance on Risk Likelihood
Rank
High

Score
3



Medium

2



Low

1





Explanatory Note
The adverse event will definitely occur, probably multiple
times in a year.
The adverse event is expected to occur in most
circumstances e.g. from 60% onwards chance of occurring
in the next 12 months or 6 out of every 10 years. History
of events in the institution or similar organizations.
The risk event should occur at sometime e.g. between
10%-59% chance of occurring in the next 12 months or
between 2- 5 out of every 10 years. i.e. (50/50 chance of
occurring within the next year).
The risk event may occur only in exceptional circumstances
e.g. below 10% chance of occurring in the next 12 months
or once in 10 years
Highly unlikely to occur in the next 5 years. No history
of adverse event in the organization

4.4.4 The overall risk status will be the product of impact and likelihood i.e.
IMPACT X LIKELIHOOD.
The following table will be used to guide the decision on how to respond to
each risk status:
Table 4: Risk Rank Levels, Color Expression and Responses for 3-Band Rating Scale
Total
Risk/Risk
Status
6–9

Description

Expression
in Color

High

Red

Medium

Yellow

Low

Green

3–5

1–2

Meaning and Responses
Serious concern; high priority. Take
immediate action and review regularly
Moderate concern; mediun priority.
Take appropriate action and review at
least three times a year
Low concern; occasional monitoring.
Tolerate/Accept. Continue with existing
measures and review annually.
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Risk Treatment
4.5.1

For high and medium priority risks, the department is required to
develop and implement specific risk management plans including funding
considerations. Low priority risks may be accepted and monitored.

4.5.2

This information is also termed as proposed controls and need to be
reflected both in the Risk Identification and Analysis Sheet (see
Template 1) and the Risk Treatment Schedule and Action Plan (see
Template 3).

4.5.3

The treatment, depending on the type could follow a specific type of
response in terms of:
Accept (Tolerate) = monitor
Avoid (Terminate) = eliminate (get out of situation)
Reduce (Treat) = institute controls
Share (Transfer) = partner with someone (e.g. insurance)

Reporting
4.6.1

Risk reporting will be compiled using the Risk Management Quarterly
Implementation Report (see Template 4).

4.6.2

All risk owners will, on quarterly basis, prepare risk management quarterly
implementation report and submit to the Risk Management Coordinator.

4.6.3

The Risk Management Coordinator will compile all reports and prepare a
summarized report on the overall College’s status on implementing risk
treatment action plans on quarterly basis.

COLLEGE OF BUSINESS EDUCATION: Risk Management Policy (2017)

Page 23

4.6.4

Reports will be prepared to cater for both the needs at the strategic level
(Governing Body, Audit Committee and Senior Management) and
operational level (operational management).

4.6.5

At minimum, reports at the strategic will highlight current risks and
status of mitigation activities; new/emerging risks during the period;
other

challenges faced/

experience learned

and

conclusion and

recommendations. Reports at the operational level will be detailed and
preferably in table format to enable provision of detailed information
regarding management of risks.
4.6.6

The frequency of risk reporting will reflect the cycle of the College i.e.
quarterly to higher level organs and weekly/monthly to operational
management.

Monitoring and Review
4.7.1

This is the oversight and review management system and any changes
that might affect it. Monitoring and reviewing occurs concurrently
throughout the risk management process.

4.7.2

The main tool for monitoring will be the benchmark of the proposed
action plans (in Template 3) with the actual implementation reports.

4.7.3

The risk management Policy shall also be subjected to audit on annual/biannual basis.

4.7.4

Audit may be conducted by internal audit or an independent external
audit; with the following objectives:
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i. Review of the structure and key elements of the Risk Management
Policy and provide assurance that they are all working as intended;
ii. To review the extent to which material risks are being managed within
the Risk Appetite of the College;
iii. To review the adequacy of Risk Reporting;
iv. To review the implementation or application of key risk controls and
the implementation of key risk treatment strategies;
v. To review of the adequacy of risk management resourcing and the
performance of key risk management personnel;
vi. To confirm that material changes to the Risk Management Policy have
been approved by the Governing Body and noted by Internal and
External Audit.
Communication and Consultation
4.8.1

Appropriate communication and consultation with internal and external
stakeholders should occur at each stage of the risk management process
as whole.

4.8.2

Specific quarterly Risk Management Reports will need to be completed
for review by the responsible authorities within the College.

Implementation
4.9.1

The Policy is to be signed by the Chairman of the College Governing
Body and the Rector as a commitment to its implementation and adherence
thereto.

4.9.2

The Risk Management Policy will be communicated throughout the
College by means of fliers, circulars and special awareness workshops.
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Resources
4.10.1

Risk management will be aligned to the College’s planning and budgeting
process. This will not only make sure that risk to the College’s strategic
objectives are assessed in a timely manner, but also ensure that
sufficient financial resources are set aside for facilitating risk treatment
activities.

4.10.2

The Risk Management Coordinator (through laid down College organs)
will be key in ensuring that sufficient resources are available for risk
management activities.

Policy and Risk Register Update
4.11.1

The risk management Policy shall be subject to review after every five (5)
years, or whenever it is deemed necessary.

4.11.2

The Risk Register shall be updated annually to capture emerging issues
and delete obsolete issues.

Enforcement
4.12.1

The breach of this Policy (especially the Risk Management Policy) may
lead to disciplinary actions.
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CHAPTER FIVE
5.0

TEMPLATES

The following section presents some of the key template or forms to be filled in the risk
assessment process. These include the risk identification and analysis sheet, risk register
and risk treatment schedule and action plan.

Risk Identification and Analysis Sheet
The risk identification and analysis sheet is a major tool in risk identification
process. The form becomes the basis for preparing the Risk Register. This form can
be completed by conducting a formal risk identification workshop and/or on
daily basis when a new risk is identified.
Template 1: Risk Identification and Analysis Sheet
Risk Title: Provide a brief title of risk

Risk ID:
Provide a unique identity

Overview
Risk

Provide a brief description of the risk

Principal Risk Owner

Include title of the person managing the risk and the area where the
risk fails

Supporting Owner(s)

Provide title of other person affected by the risk

Risk Category

Is it a financial, technical etc.

Objective/Plan

List the objective impacted by the risk

Details
Causes:

Consequence(s)

Provide the causes that may lead to the risk

Provide description of what will happen if the

materializing

risk will materialize

Inherent Risk Analysis (tick the appropriate ratings basing on the scenario that current controls
do not exist or completely falls)

Inherent

Impact:

HIGH

MEDIUM

LOW

Risk

Likelihood:

HIGH

MEDIUM

LOW
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Risk rating

Impact x



Multiply the ratings from impact and likelihood

Likelihood



Shade this area with appropriate color

Key risk mitigation/controls currently in place and their weakness:
Briefly describe the current controls existing to reduce the inherent risk, also point out the main
weaknesses for the current controls.

Residual Risk Analysis (tick the appropriate ratings basing remaining risk levels after the above
existing controls)

Residual Risk Impact:
Likelihood:
Risk rating

I X L:

HIGH

HIGH

MEDIUM

LOW

HIGH

HIGH

MEDIUM

LOW



Multiply the ratings from impact and likelihood



Shade this area with appropriate color

Actions/mitigating controls to be taken (propose feasible treatment actions to be put in
place to reduce the risk at tolerable levels, including resources required for each treatment action –
financial, physical assets, or human)

Treatment:

Resource required:

1.

1.

2.

2.

3.

3.
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Risk Register
The Risk Register is the main document that summarizes the College’s Risks on each
strategic or functional objective. The register could be prepared at any decided
level (i.e. strategic or departmental, project). The main source of its data is the Risk
Identification and Analysis Sheet, which also become its attachments.
Template 2: Extract of Risk Register
OBJECTIVE

RISK
TITLE

TYPE
OF
RISK

RISK
ID

RISK ASSESSMENT
AS PER CRSA
IMPACT

LIKELIHOOD

RISK
RATING

RISK
STATUS

PRINCIPAL
RISK
OWNER

PAGE

(I X L)
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Risk Treatment Schedule and Action Plan
This follows after the risk register has been prepared. The risk owners should use
this form to prepare practical action for implementing the mitigating measures or
controls as proposed in the risk identification and analysis sheet (Template No.1).
Template 3: Extract of Risk Treatment Schedule and Action Plan
Department/Unit:………………………………………………………………………………………..
Date of review:………………………………..

Compiled by:……………………………………..

Date:……………………………………..………
Reviewed by:…………………….…………….
Risk Title
& ID
(From risk
register in
priority order)

Proposed
Treatment/
Control
Options

Results of
Costbenefit
analysis

(From Risk
Identification
Sheet)

(A= Accept,
B=Reject)

Date:………………………………………………

Person
responsible for
Implementation
of Treatment
Options
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