Standard Operating Procedure (SOP)

Risk Assessment and Contingency Planning

This SOP details the process of risk assessment and contingency planning, focusing on identifying potential risks,
analyzing their impact, and developing effective strategies to mitigate or manage those risks. It includes steps for
conducting thorough risk evaluations, prioritizing hazards, creating contingency plans to ensure business continuity,
allocating resources effectively, and establishing communication protocols during emergencies. The objective is to
minimize disruptions and safeguard organizational assets by preparing for unforeseen events with comprehensive and
actionable plans.

1. Purpose

To outline the systematic approach to identifying, assessing, and mitigating risks, and to establish comprehensive
contingency planning for ensuring organizational resilience and business continuity.

2. Scope

e This SOP applies to all departments, units, and personnel involved in risk management and contingency
planning.
e Covers operational, financial, reputational, safety, and environmental risks.

3. Responsibilities

¢ Risk Manager: Oversees risk assessments and contingency plan development.
¢ Department Heads: Identify department-specific risks and implement mitigation strategies.
» All Staff: Report potential risks and comply with established contingency procedures.

4. Procedure

1. Risk Identification
o Conduct brainstorming sessions, interviews, and workflow analyses to pinpoint potential risks.
o Documentrisks in a centralized risk register.
2. Risk Assessment and Analysis
o Assess eachrisk's likelihood and potential impact using qualitative and/or quantitative methods.
o Utilize risk assessment tools such as risk matrices and Failure Mode and Effects Analysis (FMEA).
3. Risk Prioritization
o Rank risks based on severity and probability scores.
o Prioritize high-impact/high-likelihood risks for immediate action.
4. Contingency Planning
o Develop contingency plans for prioritized risks.
o Define clear roles, responsibilities, and response actions during events.
o Prepare resource allocation plans to support contingency actions.
5. Resource Allocation
o Identify and assign necessary resources (personnel, equipment, budget) for each plan.
6. Communication Protocols
o Establish internal and external communication strategies for emergencies.
o Ensure emergency contact lists and escalation procedures are regularly updated.
7. Training and Testing
o Conduct regular training sessions and simulation exercises on contingency plans.



o Review and update plans based on exercise outcomes and feedback.
8. Review and Continuous Improvement

o Periodically review risk assessments and contingency plans.

o Update documentation to reflect new risks or changes in operations.

5. Risk Assessment Matrix (Example)

Risk Likelihood Impact Overall Continaency Plan
(Low/Med/High) | (Low/Med/High) | Rating gency
Data . . . Activate Incident Response Plan, isolate affected
Breach Medium High High systems, notify stakeholders
Po_wer High Medium High Deploy backup generators, inform [T to ensure data
Failure backup

6. Documentation and Records

e Maintain a risk register with risk assessments and mitigation actions.
e Store contingency plans and communication protocols in a secure, accessible location.
e Keep records of training, drills, and plan reviews.

7. Revision History

Version Date Description Author

1.0 2024-06-10 Initial SOP release Risk Manager
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