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Workaround record
and removal plan
Record the temporary solution, control its side effects and plan how to stop using it when the underlying problem is fixed.
Replace the bracketed prompts. Add rows as needed. Record unknowns with an owner and review date. Use one record per workaround.
1 Define and approve the workaround
	Workaround title
	[Short descriptive title]

	Reference and version
	[Reference, version and last updated date]

	Project or process
	[Project, process or service]

	Status and dates
	[Proposed / Active / Removed / Withdrawn]
[Start date, next review and target removal date]


Problem and reason for the workaround
[Describe the problem, impact, issue reference and why a temporary solution is needed.]
Workaround scope and intended result
[State what will change, who is affected, the result needed and any limits on use.]
	Responsibility
	Name and agreement

	Workaround owner and cover
	[Owner, contact and cover]

	People carrying out the steps
	[Names or roles and support contact]

	Approval and remaining risk
	[Approver, decision, date, remaining risk accepted and any conditions]


2 Apply the workaround
Before starting
[List access, training, resources, dependencies, backups or records needed before making changes.]
Record the steps in the order they must be carried out. Include enough detail for the named cover person to follow them.
	Step
	Action
	Who
	Expected result or check

	1
	[Action]
	[Person or role]
	[Expected result or check]

	2
	[Action]
	[Person or role]
	[Expected result or check]

	3
	[Action]
	[Person or role]
	[Expected result or check]

	4
	[Action]
	[Person or role]
	[Expected result or check]

	5
	[Action]
	[Person or role]
	[Expected result or check]


Extra time resources and cost
	Extra work or cost
	Amount and frequency
	Owner or funding

	[Task or resource]
	[Hours or cost; how often]
	[Owner or funding source]

	
	
	


Tell people and provide support
[Who needs instructions or notice, what will you tell them, when and through which channel?]
Limits on continued use
[State any capacity, cost or time limit that requires a new decision.]
3 Risks issues and reviews
A risk might happen. An issue has already happened. Record side effects caused by the workaround and link to existing registers where useful.
	ID and type
	Risk or issue and impact
	Control or action
	Owner and due date

	[ID; Risk / Issue]
	[What may happen or has happened; impact]
	[Control or action; risk remaining; current status]
	[Owner; due date]

	
	
	
	

	
	
	
	


Monitoring and warning signs
	Check or measure
	Who and how often
	When to act

	[What will be checked and evidence kept]
	[Owner and frequency]
	[Threshold, action and person to contact]

	
	
	

	
	
	


Review and extension record
Record a decision to continue, change or stop. Any extension needs an owner, reason and new review date.
	Review date
	Decision evidence and actions
	Next review and owner

	[Date]
	[Decision, reason, evidence and assigned actions]
	[Date and owner]

	
	
	


4 Permanent fix and emergency rollback
Permanent fix
	Item
	Details

	Fix and reference
	[Proposed fix and linked issue or change record]

	Owner and progress
	[Owner, current progress and next action]

	Target and dependencies
	[Target date, dependencies; or next review if the date is unknown]


Emergency rollback
Use this plan if the workaround fails or creates unacceptable problems. Define a safe fallback; the original broken process may still be unusable.
Stop conditions and decision maker
[What triggers rollback, who can stop the work and who approves the next action?]
Safe fallback and preparation
[What safe state will you reach? Record backups or evidence needed and anything that cannot be reversed.]
	Step
	Rollback action
	Who and confirmation

	1
	[Action in sequence]
	[Owner and check]

	2
	[Action in sequence]
	[Owner and check]

	3
	[Action in sequence]
	[Owner and check]


If rollback cannot be completed
[Who will you contact, what happens to work in progress and when will the situation be reviewed?]
5 Planned removal and closure
Use this plan when the permanent fix is ready. Remove the workaround only when the agreed checks show that the replacement works.
Conditions for removal and approval
[What tests or evidence are required? Who approves removal and when will it happen?]
	Step
	Removal action
	Who and completion check

	1
	[Action in sequence]
	[Owner, expected result and evidence]

	2
	[Action in sequence]
	[Owner, expected result and evidence]

	3
	[Action in sequence]
	[Owner, expected result and evidence]

	4
	[Action in sequence]
	[Owner, expected result and evidence]

	5
	[Action in sequence]
	[Owner, expected result and evidence]


If the permanent fix fails during removal
[Record who decides, how you will prevent loss or duplication and which fallback you will use.]
Closure checks
☐ Permanent fix verified and normal working confirmed.
☐ Temporary steps, access and instructions removed or updated.
☐ Outstanding records reconciled and required evidence retained.
☐ Affected people told to stop using the workaround.
☐ Remaining issues and actions assigned to named owners.

Closure confirmation and evidence
[Name, date, evidence location, remaining actions and useful lessons.]
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