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Risk assessment worksheet
	Dept. Name
	Job Title
	Incumbent
	Anticipated Retirement Date
	Source: 

Employee, Estimated

Date or Other
	Retirement Factor
	Position Risk Factor
	Total Attrition Factor
	Risk

Level

	DOT/ Eng. (Sample)
	Senior Design Engineer
	John Doe
	7/1/07
	Employee
	        5           X       5     =
	25
	

	DOT/ Eng. (Sample)
	Admin. Asst. to Director
	Sally Sue
	6/15/13
	Manager survey
	        2           X       3     =
	6
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	Score rating & risk level legend

	
	   20  -  25
	High Priority, immediate action needed; may hire temp or contractor

	
	   16  -  19
	Priority; staffing plans should be established

	
	   10  -  15
	High Importance; look ahead to how the position will be filled or the work accomplished

	
	    1   -   9
	Important; intermediate succession planning triggered




Knowledge Transfer, June, 2007.   Adapted from the TVA’s Knowledge Retention Program with Permission.
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