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,I. DESCRIPTION

This procedure on handling risk and opportunity is designed to identify anticipated
risks (positive and negative) that can be encountered and aclions to ensure those
risks are managed to an acceptable level and benefits from opportunilies are
maximized. The existence of risk presents both positive and negative effec1 to the
Department of Justice-Parole and Probation Administration (DOJ-PPA).

2. PURPOSE

This procedure serves to document the process of handling risks and opportunities of
the DOJ-PPA- Likewise, it provides the details necessary to support the
implementation of a standardized and effective risk and opportunity management
program within the DO.IPPA.

3. SCOPE AND APPLICATION

This procedure applies to all the processes covered in the Quality Management
System scope of the DOJ-PPA.

4. DEFINITION OF TERMS

4.1 Consequence - refers to the outcome of an event, being a loss, injury,
disadvantage or gain. There may be a range of possible outcomes associated
with an event.

4.2 Likelihood - refers lo the qualitative description of probability or frequency

4.3 Opportunity - is a set of circumstances which makes it possible to do something.
Opportunities can lead to the adoption of na, praclices, launching of new
products or service, using new technology and other desirable and viable
possibilities to address the DOJ-PPA's or its clients' needs.

4.4 Risk - refers to the chance of something happening that will have an impact on
objectives- lt can be positive or negative. Opportunities are the positive resuh.

4.5 Risk Assessment - is the process of evaluating and comparing the level of risk
against predetermined acceptable levels of risk.

4.6 Risk control - refers to aclions to be taken to first eliminate risks so far as is
reasonably practicable, and if that is not possible, minimizing the risks.
Eliminating the cause will also eliminate any risks associated with that event.

PAROLE AN D PROBATION ADM IN ISTRATION
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4.7 Risuopportunity Factor - is the co,nbined severity and likelihood rating score
and used as basb for aciion prioritization of identified risk or opportunity.

4.8 Risk management - refers to the cutture, processes and slructures that are
directed towards realizing potential opportunities whilst managing an adverse
effect.

4.9 Severity - is the degree of effect

5. POLTCY

5.'l

5.2

5.3

5.4

5.5

5.6

5.7

5.8

The risk management process is dynamic and is designed to adapt to
developmenls and any changes in the risk registry over time.

The risks and opportunities are determined to:

a. Give assurance that the DOJ-PPA QMS can achieve its intended results

b. Enhance desirable effec{s

c. Prevenureduced undesirable effects

d. Achieve improvement

Risk management forms part of strategic, operational and line management
responsibilities, and are inlegrated into strategic and service planning
processes.

Risk management is embedded in all policies and procedures, with workers
contributing to risk management systems.

The risk management system is based on a structured and systemic process

which considers the intemal and external risks.

The QMS Team Leader and Planning Office are the policy owners of the
Guideline on Risk and Opportunity Management. The Head of the Agency will
still have oversight over the risk management program.

Risks is stated as a combination of the positive or negative consequences of
an event occurring and its likelihood of occurring-

Risk owners are assigned responsibility for the identified risks in the Risk and
Opportunity Registry.
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5.10

Risk is characterized and rated by crnsidering two characteristics: Probability
or likelihood (L) of occunence; and Severity (S) of effect. This is expressed as
R (risk) = L (likelihood) x S (severity)-

Aside from actions identified by risk owners, compliance measures are used
as a tool to address identified risks and to evaluate effectiveness.

For prioritization, the identilied actions are based on the risk factor.

Actions to address risks and opportunities are implemented proportionate to
the potential impact on the conformity of the products/services.

Options to address risks and opportunities include, but is not limited to:

a. Avoiding the risk

b. Taking the risk in order to pursue an opportunity

c. Eliminating the risk source

d- Changing the likelihood or consequence

e. Sharing the risk

f. Retaining the risk by informed decision

Opportunities can lead to, but is not limited to:

a. Adoption of new practices

b. Launching new products/services

c. Opening new programymarkets

d. Addressing new customers

e. Building partnerships

f. Using new technology

5.11

5.12

5.'13

5.14
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START

ldentify the Risk &
Opportunity (R/O)

Analyze and Evaluate
the identified R/O

Process owne6 and/o. planninS officers identit operational
risks and opportlnhies
ts done during slrategic phnnint aad other plannint related
s€ssioi usint tools such 6 SWOT, PESnE etc.

The n/O Ass63ment Table ii used by the p.ocess o*oet
and/or th. plannint ofhce, to ehluate the k entified R/O

The r.tint b document€d in th€ R/O rEsister

7

Based on the n/O Facto,, a mhiption and/or contrnSency
acti,on must be identified includinS the responsible person

At l€ast once a ycat the R/O retind ia rlviered ot
whener€r nacE5sary du,irtrB management revlew or other
plannint iession

Wheneaer there are dEnt€a or additional risl and
opportunity, th. R/O rcgister shall bc reviied and updated

Process Description and Responsibilities

7.1 ldentify Risks/Opportunities

7.1.1 The ldentification of Risks/Opportunities shall be done by
the respective Process Owners and/or Planning Officer in

Plan Actions to
Address R/O

lmplement and
Monitor Actions

Review and Update
R/O Registry

END

6. PROCESS FLOW
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7.1.2

coniunclion with the scheduled periodic assessment with
the Strategic Planning.

The Process Orvners and/or Planning Officer shall take into
consideration the following aspects in identifying the risks
and opportunities:

a) Strategic Planning Process; and

b) Conduct of planning sessions/management review.

7.1.3 The identified risks and opportunities shall be documented
in the Risk and Opportunity Registry (PPA-OTA-QMS-003)
matrix. The matrix shall be maintained, monitored and
updated accordingly.

7.2 Analyze and Evaluate Risk and Opportunity

7 .2.1 ln evaluating the risk and opportunity the severity shall be
rated as insignificant (t); ilinor (2); Significant (3),
Major (4) or Catastrophic (5) and likelihood shall be
rated as Rare (1); Low Likely (2); Hoderately Likely (3),
Highly Likely (4) or Almost Certain (5) The product of the
severity and likelihood determine the risk factor of each
risk and/or opporlunrty. Below is the Table on Risk
Categorization:

{, H4x

3-5lniftxt

2 . Mi$r

I .xlsi6T*ftxt

Likelihood

Number
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7.2.2 fhe lmmediate Supervisor (Division ChieflSeclion Chief) of
the process owner, shall review the identilied risk, risk
statement, likelihood, severity, impad and the opportunities
that may arise from the risus. This evaluation is based on
work experience, resutts of previous evaluation and sound
judgment that shall be quantified by using the risk table.

7.2.3 The immediate supervisor shall likewise review the
computation of the risk fador and strategy (mitigate, accept
transfur, eliminate) identified by the process owner to
address the risk.

7 .2.4 The Risk Management Committee shall validate if the
process owners are using the latesuupdated form.

7.3.1 The Process Owners shall:

Conducts root cause anat)rsis to identify the potential
cause:

ldentify the mitigating aciion and contingency action of the
priority risk and opportunity;

conceptualizing and identifying strategies to lessen the
occurrenoe of risk or eliminate the same: and

implements mitigating or contingency aclions to prevent
risk or enhance opportunities.

7.3.2 fne Process Owners shall also observe or need to comply
with applicable laws, rules, regulations and orders, as well
as its own manuals, guidelines and procedures,

7.4 Review and approve Risk and Opportunity Registry

7.4.1 The lmmediate Supervisor (DC/SC) shall review the risk /
opportunity registry based on the documenled information
process. The lmmediate Supervisor (DC/SC) should
always report any change/s during regular meetings and
presenl the same during managemenl review.

7.4.2 The scope of review shall be per division/seclion since it is
the responsibility of the lmmediate Supervisor.

03

7.3 ldentify and lmplement Actions to addr€ss the Risks and
Opportunities
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7.5 lmplement Action and onitor the Risk and Opportunity

7.5.1 The Division chief shall approve the risk registry.
However, awareness aboul managing risks across the
DOJ-PPA through communicating the policy and
responsibilities should be done by the Risk Management
Commitlee.

7.5.2 The Chief Planning Officer shall monitor completeness of
submissions and update/report to the RMC those who have
not submitted for appropriate aclion.

7.5.3 The Process Orner ensures that new and changing risks
are detected and managed and that risk response actions
are implemented and effective.

7.5.4 Process Owners retains on file the evidence of actions
taken to manage risks and opportunities.

The established guidelines and policies, rules and procedures

on Risk Management and the conesponding amendments, if any,

shall be strictty observed in order to avoid recunence of risks. The
Risk and Opportunity Registry shall be reviewed periodically, during
the monthly/quarterly meetings by Process Owners. The risk

registry for the whole agency shall be discussed at least once a year
during management review.

7.6 Update the Risk and Opportunity Registry

Process Owners shall update their respeclive risk registers. Any
change/update in this Procedure or Risk Registry shall be included as
part of the Agenda in the Management Review.
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8. FORTS AND TEHPLATES

m$[tr
ilstr
FIITTII:

RI\K \\t) OPP()RTt \I I) RL(J\IR}

lssue - These are refening to problems that were experienced in the process (of
delivering

your service) in the previous year/quarter/month.

Obiectives - What do you lvant to achieve for this calendat yeafl For this quarter?

Risk Description - What is/are the possible effecl/s of not achieving your set ob.iective
(as
mentioned in column A?)

Opportunitv - Vvhat will possibly happen if you achieve your objectives / or even
more? This is the opposite of your risk.

Potential Causes - These are your 6M's in the Cause & Effect Diagram. But please
be more specffic when stating it. These are referimg to the potential causes of your
risk (Column C). You can have multiple possible causes so do not limit your answers
here.

Likelihood - Please refer the Likelihood Rubrics (without any treafnenuaction yet)

lmoact - Please refer the Severity Rubrics (without any treatmenuaction yet)

IIRflIESI$IffiI
ffTEINOIET

ttt r ltr rmD tlcf T! rIIEil rnti C IIY TM f,tl l[m IET E rditlllllt TI
Itlmm! TO 0rTtDrTN cAufl IAIIM

IIII

Risk Factor (RF) - RF = L x I

!![t
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Strateov - lndicate your prefered strategy here whether to Mitigate, transfer, or
Accept the risk.

Mitiqation Action - lndicate your mitigation action here if your strategy is to Mitigate or
Transfer but Leave it blank if your strategy is to Accept the risk. Please see samples
below.

Continoencv - Risk responses identified using contingenl response slrategy

Assiqned To - lndicate the officer'person responsible.

Action Date - When are you going to do the aclion indicated under mitigatbn action

Taroet Risk Assessment After T realmenU rooosed Aclion/s - Likelihood, lmpact andP
Risk
Factor

Monitorinq and Review - Hor,\r, when and who.

Likelihood Rubrics

Rating Criteria Definition

1

Ra re

(extremely
improbable)

Not occuned in the last 5 years

2 Low Likely Occuned in the last 1 - 3 years

.)
Moderately Like

(Possible)
Occuned at least once a year

4 Highly Likely Can occur within a quarter

q
Almost Certain

(Near Certainty)
Happens once or more times per month
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Severity Rubrics

n i'f C.ibri. D.fiiition s.ri.uoFElidE riincid M.dia esdffy

5 Cabnophic
SignifiGnt effect cals€ ft!5ation ol operdtions/setuicU,

m.ry ono[r6 nr lodlol oftrun oftlr cilirel6;

loss of citircn! t1,t,

Cr]dui
Very high, >rS,

High imp.d, widerpEad

pbluEtulatory euition
WarBnts do$re

4
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on tld is don mc $ar om ts/s hdget

Isf ffiiElr|drrEt
*nihal imE erde

fin iC lo6s rd dtiren!

[ul

HiBh, ,fi,t 4= 20,
High media

viribjlity/cover4e

Cin cause Cm ii$ance if

cofirctiois not addE sed

3 Significant
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olEFa/rhdget
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idiliotqt byepldory
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1 Mmr
[U€rite efftq calr Mdi$iir of

orerdti0rd!€d@!; di!6difi ei r fu r olr(ilE,{citiae6

SoE ir[@ lriily
Enrdi{d, timial bs a1d

dtreolluC Eqllrli€
litdii ,ttmioi minimal Fidir$ @i h le$lved

1 lnsig fic.nt
AlrDd no efu oi operdiqE/Gb (adolrr/diEn

satidldion

ltfn.d d virihh, tlo

sigii,lca liiao.jallosrid

efhd to citizrol tun

Mnim,l,+ { i/o fiedia Altention
tlo ligifian n$rl ory

findi$
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