UNIVERSITY OF WARWICK

2011 Five Year Planning Process Departmental Guidelines: 

Undertaking a Departmental Risk Assessment 

These guidelines, together with the note on completing the Risk Management forms, supplement the Five Year Planning guidelines issued by the Finance Office. All documents are available on the University website at http://www.warwick.ac.uk/go/governance/riskmanagement/.

Your Risk Assessment (and SWOT Analysis for non-academic departments) should be returned by 18 March to your Finance Contact Officer and copied to the Deputy Registrar’s Office by email: risk.management@warwick.ac.uk.

1.	Overview; Undertaking Risk Assessment to Support Strategic Planning

Undertaking Risk Assessment should aid the consideration of departmental strategic objectives and the development of priorities within a department’s strategic and financial five year plans, as well as in communicating the strategy and related requirements of your department to colleagues and the relevant University decision-making bodies. 

As part of the five year planning process all non-academic departments are required to complete a SWOT (strengths, weaknesses, opportunities and potential threats) analysis and Risk Assessment against their key departmental strategic objectives, bearing in mind the University’s strategic goals and priorities.  

For 2010/11 it is recognised that, as part of the Strategic Planning Process, academic departments will have completed a Departmental Strategic Planning Log. Academic departments are not therefore required to undertake a SWOT analysis in addition to the completion of the Strategic Planning Log.  However, departments are encouraged to use the information provided in the Strategic Planning Log to inform the development of the Risk Assessment which is required to be submitted as part of the five year planning process.

The Strategic Planning Log and/or the SWOT analysis should inform decisions related to potential activities which the department may want to pursue and should be considered when undertaking an assessment of future uncertainty and key risks.  

As part of the University’s strategic Risk Management process, the risks identified by individual departments within the five year planning process contribute to the identification of the most significant, University-wide risks on the University’s Risk Register as well as in prioritising activities to be pursued in the future.  The University Risk Register is periodically updated and monitored and the key risks and a summary of the measures being taken to mitigate them are reported to the Steering Committee and the University Council.  
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Additionally, if your Department is reviewed by Internal Audit, the auditors will refer to your key risks and steps you have taken to address them.
2.	5 Year Plan Submission Requirements

All administrative and commercial departments must undertake a SWOT Analysis and Risk Assessment as part of the development of their five year plan and incorporate the outcomes of these exercises within their Five Year Plan submissions for review by the relevant committee. As a starting point, we suggest you look at the SWOT Analysis and Risk Assessment completed last year and update this in light of any significant changes.  The Governance Team are also happy to provide additional examples and answer any questions you may have when endeavouring to undertake your risk assessment.

As noted previously, for 2010/11 it is recognised that, as part of the Strategic Planning Process, academic departments will have completed a Department Strategic Planning Log for the consideration of the Academic Resources Committee.  Academic departments are not therefore required to undertake a SWOT Analysis (as in previous years) in addition to the completion of the Strategic Planning Log.  However, academic departments are encouraged to use the information provided in the Strategic Planning Log to inform the development of their Risk Assessment which is required to be submitted as part of the Five Year Planning process.

Guidance for Academic Departments

It is recommended that departments complete the Risk Assessment using the forms provided. Each form (or excel worksheet) within the overall ‘SWOT and Risk Assessment List’ workbook is formatted to print out easily to submit with your 5 year plan documentation. 

If your department has previously submitted completed a Strategic Planning Log as part of the Strategic Planning process it is not necessary to complete the SWOT section of the forms.  

It is recommended that these forms are completed electronically as there are various hints and tips available on the electronic version which cannot be utilised on the hard copy. It is not mandatory for the outcomes of the risk assessment to be captured on the excel forms provided, but your five year plan submission must clearly identify its key objectives, its strengths, weaknesses, opportunities and potential threats, and the key risks to the achievement of your departmental strategic objectives. A Guide to Completing the Departmental Risk Assessment Forms, which illustrates in more detail how to apply the University’s Risk Management Policy to your own departmental Risk Assessment, is available on the Governance section of the website along with this document.  The guide is particularly provided for those who may be unfamiliar with undertaking a Risk Assessment which will assist your department in prioritising activities and in the allocation of resources.

The departmental Risk Assessment should be completed at an early stage in the development of your five year plan. With the aim of ensuring opportunities and risks from the full range of a department’s activities are identified, Heads of Department are encouraged to engage a wide group of staff in the process, perhaps by discussing the Risk Assessment with the Departmental Management Group (or equivalent), together with those staff with responsibility for managing specific areas of risk and for departmental business continuity and health and safety arrangements.    

Once the outcome of the strategic and financial planning round is known, departments should review the Risk Assessment and consider the implications of the agreed financial plan. Departments may also find it helpful to review the Risk Assessment regularly to determine whether the plans agreed to manage the risks have been undertaken effectively and/or should be amended. For example, departments may wish to include a brief review of progress with measures which have been put in place to manage risks as a standing item for departmental management committee meetings. It may also be helpful to consider the Risk Assessment in more detail alongside other processes for considering the department’s performance, perhaps through an annual away day or staff meeting at the end of the year.

Guidance for Administrative and Commercial Departments

It is recommended that departments complete the SWOT analysis and risk assessment using the forms provided. Each form (or excel worksheet) within the overall ‘SWOT and Risk Assessment List’ workbook is formatted to print out easily to submit with your 5 year plan documentation. 

It is recommended that these forms are completed electronically as there are various hints and tips available on the electronic version which cannot be utilised on the hard copy. It is not mandatory for the outcomes of the SWOT Analysis and Risk Assessment to be captured on the excel forms provided, but your five year plan submission must clearly identify its key objectives, its strengths, weaknesses, opportunities and potential threats, and the key risks to the achievement of your departmental strategic objectives. A Guide to Completing the Departmental Risk Assessment Forms, which illustrates in more detail how to apply the University’s Risk Management Policy to your own departmental risk assessment, is available on the governance section of the website set out below.  The guide is particularly provided for those who may be unfamiliar with undertaking a SWOT Analysis or Risk Assessment.  Undertaking a SWOT Analysis and Risk Assessment should assist your department in prioritising activities and in the allocation of resources.

The departmental SWOT Analysis and Risk Assessment should be completed at an early stage in the development of your Five Year Plan. With the aim of ensuring opportunities and risks from the full range of a department’s activities are identified, Heads of Department are encouraged to engage a wide group of staff in the process, perhaps by discussing the SWOT Analysis and Risk Assessment with the Departmental Management Group (or equivalent), together with those staff with responsibility for managing specific areas of risk and for departmental business continuity and health and safety arrangements.    

Once the outcome of the strategic and financial planning round is known, departments should review the SWOT Analysis and Risk Assessments and consider the implications of the agreed financial plan. Departments may also find it helpful to review the SWOT Analysis and Risk Assessment regularly to determine whether the plans agreed to manage the risks have been undertaken effectively and/or should be amended. For example, departments may wish to include a brief review of progress with the measures which have been put in place to manage risks as a standing item for departmental management committee meetings. It may also be helpful to consider the department’s SWOT Analysis and Risk Assessment in more detail alongside other processes for considering your department’s performance, perhaps through an annual away day or staff meeting at the end of the year.

3.	Further help and assistance

If you have any questions relating to undertaking the departmental the Risk Assessment, please do not hesitate to contact the Senior Assistant Registrar (Governance, Risk and Continuity) in the Deputy Registrar’s Office, (email: risk.management@warwick.ac.uk, telephone: 024761 51270).

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Further related information can be found on the University Governance Webpages at: http://www.warwick.ac.uk/go/governance/riskmanagement, including:
· The Guidelines on Completing the Departmental Risk Assessment Forms and the Excel Workbook ‘SWOT and Risk Assessment List’ with forms for Departmental Strategic Objectives, SWOT Analysis, and your Departmental Risk Analysis’
· The University Risk Management Procedure 2010/11
· The University’s Key Risks 2010/11
· A summary of common themes arising from departments’ 2009/10 risk assessments.

This website can be accessed by all members of University staff by logging in with your University username and password. Please note that some of the information is further password protected and can be accessed using the password ‘rmatwarwick’.
 (
As at 
26 January 2011
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