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[bookmark: _Toc353206824][bookmark: _Toc353206894]Introductory notes
The following template can be used to summarise information on your organisation’s risk management communication approach.  The document should link to the risk strategy and procedure document toprovide a summary of key risk management communications planned over a period, typically 1 year.  The plan can be used to ensure that:
All stakeholders have been identified
Consistent messages are sent to relevant stakeholder groups
Risk messages are sent out at times and with a frequency that supports business objectives and follows business planning cycles

Use of this template
The stakeholder groups listed overleaf are used as an example.  Your organisation should adapt the template to reflect its own stakeholder groups.
Examples of ‘communications’ to record in the plan include:
Regular risk reports produced for the executive, board, project teams or other stakeholders
Periodic risk identification/ assessment workshops
Articles included in staff newsletters, intranet etc.
Planned staff training on risk management, including induction training
Risk management messages in annual reports


	Stakeholders
	Purpose/
objective of communication
	Message/
content
	Communication channel/method
	Timing/Date
	Frequency
	Communication prepared by
	Communication sent by
	Status

	Internal 
	
	
	
	
	
	
	
	

	Board
	
	
	
	
	
	
	
	

	CEO
	
	
	
	
	
	
	
	

	Management
	
	
	
	
	
	
	
	

	Project team/s
	
	
	
	
	
	
	
	

	All staff
	
	
	
	
	
	
	
	

	Specific departments/divisions
	
	
	
	
	
	
	
	

	External
	
	
	
	
	
	
	
	

	Clients
	
	
	
	
	
	
	
	

	Business partners /suppliers
	
	
	
	
	
	
	
	

	Other departments
	
	
	
	
	
	
	
	

	Other institutions
	
	
	
	
	
	
	
	

	Ministers
	
	
	
	
	
	
	
	

	Community organisations
	
	
	
	
	
	
	
	

	Press
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