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Introduction
The purpose of this procedure is to define the systematic process for [COMPANY NAME] to identify, assess, plan, implement and evaluate actions to address risks and opportunities relevant to its management system and its ability to consistently provide products and services that meet customer and applicable statutory and regulatory requirements. This procedure supports the company's commitment to continual improvement.
Scope
This procedure applies to all processes and activities within [COMPANY NAME], covering all departments and operations. It encompasses all identified risks and opportunities that could affect product or service conformity, customer satisfaction, or the achievement of the company's strategic objectives.
Responsibilities
Director / Senior Management
1. Overall responsibility for the effectiveness of this procedure.
1. Ensures adequate resources are available for risk and opportunity management activities.
1. Reviews and approves significant risk assessments, action plans and evaluation results.
Quality / Management Lead
1. Facilitates the identification, assessment, planning and evaluation activities.
1. Maintains the Risk and Opportunity Register.
1. Provides training and guidance, monitors implementation and reports status during Management Reviews.
Department Managers
1. Identify risks and opportunities within their areas of responsibility.
1. Participate in assessment and action planning, and ensure agreed actions are implemented.
Employees
1. Are encouraged to identify and report potential risks and opportunities related to their work.
Procedure
Identification
Risks and opportunities are identified on an ongoing basis through internal context (e.g. resource availability, competence, performance data, non-conformities, audits and employee feedback) and external context (e.g. economic conditions, technological change, market trends, supplier performance, and statutory and regulatory requirements).
They are captured through management review meetings, SWOT analysis, departmental meetings, customer feedback, supplier evaluations, internal audit findings, and direct reporting by any employee.
Assessment
Each identified risk or opportunity is recorded in the Risk & Opportunity Register and assigned a category (e.g. operational, financial, compliance, strategic, environmental). Risks are assessed for likelihood and impact to determine an overall risk level. Opportunities are assessed for their potential benefit and how readily they can be exploited.
Planning Actions
For risks, actions may reduce the likelihood or impact, eliminate the risk, share it (e.g. insurance), or accept it for low-level risks. For opportunities, actions may realise or increase the opportunity, collaborate with others, or decide not to pursue it. Each action records what is to be done, who is accountable, when it is due, the resources needed and how progress is tracked.
Implementation
Actions are integrated into the relevant management system processes - operational procedures, work instructions, training or project plans - and executed by responsible individuals or departments according to the defined timelines, with the necessary resources allocated.
Monitoring and Review
Responsible individuals monitor progress and update the register. The status of significant risks and opportunities, and the effectiveness of actions, are standing items for Management Reviews, and internal audits verify implementation and effectiveness.
Evaluation of Effectiveness
Once an action is completed, its effectiveness is evaluated against predefined criteria using evidence such as reduced non-conformities, improved performance or positive customer feedback. Results are documented in the register, and further actions are planned if an action is found to be ineffective.
Continual Improvement
The process is continually improved using feedback from effectiveness reviews, internal audits and management reviews, and lessons learned from both successes and failures are incorporated into future planning.
Documented Information (Records)
1. Risk & Opportunity Register - the central record of identified risks and opportunities, assessments, planned actions, responsibilities, timelines and evaluation results.
1. Management review and relevant meeting minutes.
1. Internal audit reports.
1. Customer feedback and supplier evaluation records.
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