
 

 

OPERATIONAL PLANNING POLICY AND PROCEDURES 

Purpose 

The purpose of this Operational Planning Policy and Procedures document is to establish a 
structured and consistent approach to operational planning within the organisation. It 
ensures that all departments align with the company's strategic goals, optimise resources, 
and comply with relevant Australian legislation and regulations. This policy aims to foster 
efficiency, accountability, and continuous improvement across all operational activities. 

Scope 

This policy applies to all employees involved in the planning, implementation, and evaluation 
of operational activities within the organisation. It encompasses all aspects of operational 
planning, including resource allocation, risk management, performance monitoring, and 
compliance with statutory requirements. 

Principles of Operational Planning 

• Alignment with Strategic Goals: 

All operational plans must align with the organisation's strategic objectives. This 
ensures that day-to-day activities contribute to the long-term vision and goals of the 
company. 

• Resource Optimisation: 

Efficient utilisation of resources, including human, financial, and physical assets, is a 
key principle of operational planning. Plans should aim to maximise output while 
minimising waste and inefficiency. 

• Risk Management: 

Identifying and mitigating risks is an essential component of operational planning. 
This includes assessing potential internal and external threats and developing 
contingency plans to address them. 

 

 

 



 

 

• Compliance: 

All operational plans must adhere to relevant Australian laws and regulations, 
including but not limited to the Fair Work Act 2009, Work Health and Safety Act 2011, 
and the Corporations Act 2001. Compliance ensures the organisation operates within 
the legal framework and maintains high standards of corporate governance. 

• Continuous Improvement: 

Operational planning is an iterative process. Regular reviews and feedback loops are 
necessary to ensure plans remain effective and relevant. The organisation is 
committed to fostering a culture of continuous improvement and learning. 

Responsibilities 

• Executive Management: 

Executive Management is responsible for setting the strategic direction and approving 
the overall operational plan. They ensure that operational objectives are aligned with 
the company's strategic goals and allocate necessary resources. 

• Department Managers: 

Department Managers are responsible for developing and implementing operational 
plans within their respective areas. They must ensure that plans are feasible, align 
with the overall strategy, and comply with all relevant regulations. Managers are also 
responsible for monitoring progress and reporting on performance. 

• Employees: 

All employees involved in operational planning are expected to contribute to the 
development, implementation, and review of operational plans. Employees should 
follow the procedures outlined in this policy and actively participate in the continuous 
improvement process. 

  



 

 

Operational Planning Procedures 

• Planning and Development: 

o Needs Assessment: Conduct a thorough needs assessment to identify the 
requirements of the operational plan. This includes reviewing current 
performance, identifying gaps, and setting clear, measurable objectives. 

o Resource Allocation: Determine the resources required to achieve the 
operational objectives. This includes human resources, budget, equipment, 
and technology. Ensure that resource allocation is efficient and cost-effective. 

o Risk Assessment and Management: Identify potential risks that may impact 
the operational plan. Develop mitigation strategies and contingency plans to 
address these risks. Document the risk management plan as part of the 
operational plan. 

o Compliance Check: Ensure that the operational plan complies with all relevant 
Australian legislations and regulations, including the Fair Work Act 2009, Work 
Health and Safety Act 2011, and industry-specific standards. Seek legal advice if 
necessary to ensure full compliance. 

o Approval: Submit the operational plan for approval by Executive Management. 
Ensure that the plan is comprehensive and includes all necessary details such 
as timelines, resource requirements, and performance indicators. 

• Implementation: 

o Communication: Communicate the approved operational plan to all relevant 
stakeholders. This includes briefing employees on their roles and 
responsibilities and outlining the expected outcomes. 

o Execution: Implement the operational plan according to the outlined 
procedures. Ensure that all team members understand their tasks and are 
working towards the same objectives. 

o Monitoring and Reporting: Monitor progress against the operational plan 
regularly. Use key performance indicators (KPIs) to measure success and 
identify areas for improvement. Provide regular progress reports to 
management. 

 

 



 

 

• Review and Evaluation: 

o Performance Review: Conduct a formal review of the operational plan upon 
completion or at designated intervals. Assess the outcomes against the 
objectives and identify any deviations or issues. 

o Feedback and Continuous Improvement: Gather feedback from employees 
and stakeholders involved in the plan's implementation. Use this feedback to 
identify areas for improvement and incorporate lessons learned into future 
operational plans. 

o Compliance Audit: Conduct a compliance audit to ensure that all activities 
were carried out in accordance with relevant legislations, regulations, and 
internal policies. Document any non-compliance and develop corrective 
actions. 

• Documentation and Record-Keeping 

o Record Maintenance: Maintain detailed records of the operational planning 
process, including needs assessments, resource allocations, risk management 
plans, and performance reviews. Ensure that all documentation complies with 
organisational policies and legal requirements for record-keeping. 

o Archiving: Archive all operational planning documents in accordance with the 
organisation's document retention policy. Ensure that records are securely 
stored and accessible for future reference. 

Compliance and Enforcement 

The organisation is committed to ensuring compliance with this Operational Planning Policy 
and all relevant legislations. Non-compliance with this policy may result in disciplinary action, 
up to and including termination of employment. Regular audits will be conducted to ensure 
adherence to this policy and the effectiveness of operational plans. 

 

  



 

 

Review and Updates 

This Operational Planning Policy and Procedures document will be reviewed annually to 
ensure it remains effective and up-to-date with current laws, regulations, and best practices. 
Any changes or updates will be communicated to all employees. It is the responsibility of all 
staff to familiarise themselves with the most current version of this policy. 

Implementation and Training 

All relevant employees will receive training on this Operational Planning Policy as part of their 
onboarding process and during regular refresher sessions. This policy will be made available 
on the company intranet for ongoing reference. 

By adhering to this policy, the organisation ensures a structured, compliant, and effective 
approach to operational planning, contributing to overall business success and continuous 
improvement. 

 


