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1. Objective & Purpose 

 
Strategic planning is an on-going organisational process that helps the Department to 
determine its strategic outputs and priorities. From this, the Department identifies its 
objectives and determines how success against those objectives will be measured and 
reported. Strategic planning provides scope to reflect on past activities (and their 
outcomes) in order to make informed, evidence-based decisions  about  future directions. 
Effective strategic planning provides a strong foundation for improved transparency, 
accountability and service delivery. 

 
 

2. Policy & Procedure Statement 

 
Under the Public Services Management Act, 1997, each Department and Office must 
publish a strategy statement every three years or within six months of the appointment 
of a new Minister, setting out key objectives, outputs and strategies to be achieved. 

 
 

3. Application of Responsibilities 

 
In line with the Department’s Framework of Assignments under Section 4(1) of the 
Public Service Management Act, 1997 the following responsibilities and activities in 
relation to Business Planning are defined: 

 
 

Secretary General 
 

 preparing Statements of Strategy for submission to the Minister; 
 

 providing  progress  reports  to  the  Minister  on  the  implementation  of  the 
Statement of Strategy 

 
 
 

Assistant Secretaries and Directors (Business Plan owners) 

 preparing the relevant elements of the Statement of Strategy and associated 
progress reports for approval by Departmental Management and the Minister; 
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 strategic planning in line with the strategic objectives of the Division and the 
Department; 

 preparing Business Plans for the Division and agree overall business plans for 
the Department; 

 providing quarterly status updates in relation to Business Plans to the Executive 
Board through Corporate Affairs; 

 

Principal Officers (Business Unit Owners) 
 

 Strategic planning for the section in line with the strategic objectives for the 
Division; 

 acting to achieve, as far as possible, objectives relevant to the section (in 
accordance with Divisional business plans and the Department's revised 
Statement of Strategy 2011-2014 and its successors) and monitoring progress to 
that end; 

 
 

Business planning is the process of setting goals, explaining the objectives and then 
mapping out a document (Business Plan) to achieve these goals and objectives. The 
consolidation of the individual business unit plans will provide the main strategic 
direction for the Department and will be based on the Department’s goals as set out in 
the Statement of Strategy and commitments set out in the Programme for Government. 

 

This framework provides for an integrated and structured approach to top down 
planning within the Department. The framework flows from the Programme for 
Government and the Department’s Strategy Statement, is flexible to accommodate 
emerging priorities and integrates related processes including setting objectives, actions 
and performance measures, budgeting and estimates, risk management, workforce 
planning and individual performance and development. 
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4. Definitions 
 
 

Activity reflects the things done by people in the course of delivering services or 
programs. For example consultation meetings held, visits to sites. 
Achievable means that the required performance associated with the indicator can be 
accomplished. It is possible, and it is not too far in the future. Achievable means that it is 
appropriately limited in scope. 
Action means those efforts, initiatives or projects/programs designed to deliver 
objectives and goals and realise their outcomes. 
Attributable means the organization/program itself is capable of bringing about a 
change in the indicator value. 
Baseline refers to whether or not a baseline level of performance for previous year(s) is 
specified against which change can be assessed. 
Discrete event refers to a once-off event: an example would be “produce a policy or 
decision paper by dd/mm/yyyy.” 
Key Performance Indicators (KPIs) are performance measurements that monitor 
progress towards the achievement of strategy objectives and goals. 
Input covers the resources consumed for a particular activity, such as budget 
absorption, over/under spending, and the number of people working on a program. 
Measurable means that the required performance can be measured, that the source of 
the data is identified and accessible, and that the performance indicator is valid and 
meaningfully reflects the desired performance, condition or state. Measurable means 
that it is numeric or descriptive of outcomes, quantity, quality, time-performance, or 
cost. 
Outcome focuses on what happens as a result of the delivery of the output; the events 
or changes in conditions/behaviour/attitudes that arise. 
Output refers to the products or services directly produced by an agency/program. 
Qualitative means that the indicator is descriptive based on some quality rather than 
quantity. 
Quantitative means the indicator is subject to numerical measurement. 
Relevant means that the required performance will materially contribute to achieving 
the organization’s objectives and goals. 
SMART: The SMART criteria are a commonly used set of criteria for judging the quality 
of performance indicators: 

 Specific—The indicator, associated description, or associated objective/goal is 
concrete, detailed, focused, and well defined. The nature and the required level 
of performance can be clearly identified. 
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 Measurable—The required performance can be measured, the source of the 
data is identified and accessible, and the performance indicator is valid and 
meaningfully reflects the desired performance, condition, or state. Measurable 
means that it is numeric or descriptive of outcomes, quantity, quality, time- 
performance, or cost. 

 Achievable—The required performance associated with the indicator can be 
accomplished. It is possible, and it is not too far in the future. Achievable means 
that it is appropriately limited in scope. 

 Relevant—The required performance will materially contribute to achieving the 
organization’s objectives and goals. 

 Time-bound—There is a deadline or specified time frame, the deadline or time 

frame is reasonable, and the time frame is relevant, i.e., the deadline is not 

beyond the point at which achieving the goal loses its value. 

Specific means that the indicator, associated description, or associated objective/goal is 
concrete, detailed, focused, and well defined. The nature and the required level of 
performance can be clearly identified. 
Strategic Goals means the ends toward which effort and action are directed or 
coordinated. Although it is the aim or an end, it is not necessarily the final achievement 
which is the mission. 
Strategic Objectives are an organisation’s articulated aims or responses to realise 
strategic goals through actions. 
Target assesses if there is an associated reference point against which indicator 
performance can be judged. 
Time-bound means that there is a deadline or specified time-frame, that the deadline or 
time-frame is reasonable, and that the time-frame is relevant, i.e., the deadline is not 
beyond the point at which achieving the goal loses its value. 
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5. Integrated Business Planning Process Steps 

 
The following sets out the necessary steps in order to develop and embed an integrated 
strategic business planning process as part of the Department’s ongoing business. 

 

 
 

 

5.1 Strategic Planning 
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Step 1 Clarify the Mission. 
 

The Minister sets out the programme and goals and emerging 
priorities to be implemented by the Department. Together with 
the Minister, the senior management team (Secretary General 
and the Executive Board) develop the Department’s Mission 
having regard to the Programme for Government and matters of 
policy determined by the Minister of Finance. 

  

Step 2 Translate the Mission. 
 

The senior management team translates the Mission into Strategic 
Goals that are underpinned by overarching values, that are 
understood and that can be communicated. This is facilitated by 
a planning workshop to prepare a position on each strategic issue 
and these are ranked for prioritisation and inclusion into the 
overall statement of strategy. 

 

These strategic issues will be informed by: 
 

 Priorities for the lifetime of the statement of strategy, 
including emerging priorities for the upcoming financial 
year. 

 Internal and external environmental factors likely to 
impact on the Department (Challenges, risks and 
opportunities to the organisation). 

 Opportunities for innovation, transformation and 
continuous improvement. 

 

 

This  process  helps  build  consensus  and  commitment  to  the 
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  strategy  and  identifies  outcomes,  short-term  strategies  and 
performance measures for each strategic goal. 

   

 Step 3 Communicate the Strategy 
 

The Statement of Strategy is communicated to every level within 
the organisation through existing communication channels. 

 

5.2 Initiation of Business Planning 

 Step 4 Initiate the business planning process 
 

Corporate Affairs will initiate the business planning cycle each 
year in sufficient time to align with the overall budget cycle. This 
will be preceded by communications and briefings to senior 
management as necessary. 

   

 Step 5 Issue pre-loaded business planning template. 
 

Corporate Affairs will issue to the responsible Assistant Secretary 
or Director a preloaded template as per Appendix 4, based on the 
previous year’s business plan or revised statement of strategy. 
This will be prepared for each business unit (with input from the 
Finance, Risk and Human Resource functions). 

   

 Step 6 The Business Unit owners (through the Business Plan owner) will 
notify the Finance function of any ceiling expenditure pressures. 

   

 Step 7 The Finance function will present an overview of the expenditure 
ceiling to the senior management team and follow this with a 
memo to the Executive Board and HR within the following weeks. 

 

5.3 Planning and Implementation 

 Step 8 Develop individual Business Unit business plans 
 

Once the statement of strategy is developed or revised each of 
the business units (Assistant Secretaries and Principal Officers) 
should meet to develop and agree a  consolidated implementation 
business plan for the business unit. This must be aligned to the 
overall statement of strategy using the corporate 
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  business plan template issued by Corporate Affairs. 
   

 Step 8.1 Develop prioritized strategic objectives that are supported by 
actions with key performance indicators and responsibilities 
assigned 

 

Each Business Unit translates the strategy through Strategic 
Goals into Business Unit specific Strategic Objectives. These 
prioritised strategic objectives are supported by actions with key 
performance indicators and responsibilities at Principal Officer 
level assigned. This process includes identifying; 

i. what business objectives and actions will be carried over 
from the previous year, 

ii. those business objectives and actions that will be dropped 
(those initiatives that are not contributing to the strategy) 
and; 

iii. those new performance targets and performance 
measures that will enable progress towards the objective 
to be assessed. 

 

- where possible the relevant strategic action should reference 
the strategies to achieve the Department’s overall goals set 
out in the Statement of Strategy 

- the KPI will be the target against which progress on  the action 
and objective will be measured on a quarterly basis and 
should be outcome or output focused. 

- Business Units should monitor developments in external 
environments (post statement of strategy) and incorporate 
any relevant developments into the finalised Business Plans 
in relation to performance management. 

   

 Step 8.2 Consider Budget 
 

Each business unit also considers what level of budget 
increase/decrease it will require to deliver their plan and provide 
a rational for any variation on the previous year’s budget. 

 

During this period the Finance function will liaise with each 
Business Plan owner to discuss the preparatory budgets. 
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 Step 8.3 Consider Headcount 
 

Each business unit also considers what headcount 
increase/decrease it will require to deliver their plan and provide 
a rational for any variation on the previous year’s allocation. 

 

Where practicable and possible, Business Units should 
communicate their learning and development needs to HR. 

   

 Step 8.4 Consider Key Risk 
 

Each Business unit considers the key risks associated with 
delivering their business objectives and any change to the 
business unit’s risk profile as recorded in the Departments risk 
register. This will trigger a formal risk review or feed into the 
ongoing risk register review by the Chief Risk Officer (CRO) and 
the Risk Committee. 

 

It is suggested that during this planning process the Business Plan 
owner and the risk team meet to capture identified risks and 
record mitigation plans. 

   

 Step 8. 5 Consider Value for Money, Business Process Improvement and 
Transformation initiatives. 

 

Each business unit also considers initiatives to provide Value for 
Money, Business Process Improvement and Transformation. 

   

 Step 8.6 Consider learning and development needs 
 

Each Business Unit/Plan owner should also consider  what learning 
and development needs are required to deliver the business plan. 

   

 Step 9 Review/Challenge individual Business Unit business plans 
 

This step allows the Secretary General and the Executive Board to 
conduct an annual strategy review to confirm that the strategy has 
been achieved and also to review individual business   plans.   This   
step   permits   participation   in   shaping 
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  individual business unit strategies. The use of challenge sessions 
based on constructive peer review and personal interaction 
should be encouraged as well as the opportunity to use this review 
to identify process improvement as well as continuous 
improvement in the Department. 

   

 Step 10 Refine the Vision 
 

The review of the individual business plans may identify several 
cross-business issues not initially included to realise the overall 
statement of strategy. In this case the individual business plan or 
(statement of strategy) is revised. 

 

At this stage the Secretary General should be in a position to 
present for discussion and agreement Department policy/theme 
priorities with the Minister. Once agreed by the Minister these 
will be communicated to the Organisation. 

   

 Step 11 Finalise Business Plans 
 

Once the review/challenge step is finalised, any  feedback 
received should be incorporated and the individual business 
plans finalised. 

   

 Step 12 Consolidate overview of the portfolio 
 

Corporate  Affairs will collate all business plans and present  a 
consolidated overview of the portfolio to the Executive Board. 

 

At the same time, the Finance function will prepare and present 
the finalised budget to the Executive Board for approval. 

   

 Step 13 Launch performance, innovation, transformational and 
continuous improvement programs. 

 

Populating the corporate performance business plan template to 
develop individual business unit plans identifies the need for 
(cross) business performance programs and innovation, 
transformational and continuous improvement programs. These 
programs are formally launched when the prepared business 
plans are approved. 
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 Step 14 Communicate the consolidated business unit plans to all 
employees. 

 

The individual business plans are communicated to all unit 
employees. These are also linked into individual performance 
objectives, actions and performance measures (through PMDS – 
“Setting my Goals”). 

   

 Step 15 Establish individual performance objectives 
 

Managers and Jobholders will establish individual performance 
objectives (PMDS – “Setting my Goals”) that link with strategic 
objectives, actions and performance measures. 

 

- Business Units and staff should include the numerical 
reference to strategic actions/KPIs as stated in Business Plans 
to Goals in Goal Forms. 

- Each individual’s Goals in PMDS goal forms should be linked 
to the time bound indicator in Business plans. 

 

5.4 Monitoring, Evaluation and Reporting 

 Step 16 Conduct periodic reviews 
 

Progress in achieving the area’s objectives must be evaluated. 
This will be achieved through conducting weekly, monthly and 
quarterly progress reviews once individual business plans are 
approved. 

 

The responsible Principal Officer must report on the progress on 
each strategic action by means of a template that is provided by 
Corporate Affairs (reference Appendix 4). The current status of 
performance will be generated from progress reports provided 
by each Principal Officer or equivalent responsible for delivering 
the Strategic Action on the basis of the Key Performance 
Indicator. On-going progress is compared to the planned 
deliverables for different indicators using a three-colour coding 
representation as per Appendix 3. 
These periodic reviews (Weekly dashboard and 
monthly/quarterly KPI register  returns) should be more substance 
than form focused and should evaluate business plans 
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  to: 
 

 Review achievements and identify any changed 
conditions, resource needs and priorities. 

 

 Compare planned performance with actual performance 
achieved. 

 

 Identify any new or emerging risks or opportunities that 
may impact on performance and effect future planning. 

 

These reports are reported through Corporate Affairs for the 
Secretary General and Executive Board’s information and 
decision and also inform annual planning activities. 

 

These reports are informed by ongoing evaluation of 
performance and staff half-year (interim) and full-year PMDS 
reviews [5] (please refer to “Performance Management and 
Development System 2013 PHASE 2 Changes Overview of 
Revised System” November 2012 published by the Department 
of Public Expenditure and Reform). 

 

5.5 Annual Progress Report 
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Step 17 Annual Progress Report 
 

Provide a progress report to the Minister on the implementation 
of the strategy statement annually or at such intervals as the 
Government may direct by order from time to time. 

 

5.6 Review Trigger 
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Step 18 New Statement of Strategy 
 

Repeat Steps 1-3: Publish a strategy statement every three years 
or within six months of the appointment of a new Minister, setting 
out key objectives, outputs and strategies to be achieved 
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 Step 19 Annual Individual Business Plans 
 

Repeat Steps 4-16 as part of the ongoing annual business 
planning process. 
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Appendix 1: Business Planning Framework 
 
 
 

 
 

Figure 1: Business Planning Framework 
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Appendix 2: Corporate Business Planning Cycle 
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Appendix 3: Corporate Business Plan - Key Performance Indicators Dashboard 
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Appendix 4: Business Plan template 
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Business Plan 

Assistant Secretary 

Division 

Year 

 

 

 
Approved by     

Date:    
 

Revisions agreed    
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1. Division Organisational Chart 
 Include all staff within area 

 Identify area of responsibility for each staff member. 
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2. Assistant Secretary/Director Objectives 
 Identify Objectives for each quarter 

 Objective Attributes 

o SOS Goal #: Identify the Statement of Strategy Goal Number 

o Priority Objective #: Include you 5 priority objectives, with the selected number 

corresponding to the order of priority. 

o Transformation?: Highlight whether this goal achieves objectives of Transformation 

Agenda (e.g. development of intranet, sharing of information/documents, team structure, 

etc.) 

 Identify associated goal(s) in the statement of strategy 

 Objectives should be SMART1 

 Objectives to be monitored and evaluated on a quarterly basis 
 

Objective Objective 

Attributes 

Key Challenge to 

Achieving Each Objective 
1. SOS Goal # 

Priority Objective # 

Transformation? 

Y/N 

 

2. SOS Goal # 

Priority Objective # 

Transformation? 

Y/N 

 

3. SOS Goal # 

Priority Objective # 

Transformation? 

Y/N 

 

4. SOS Goal # 

Priority Objective # 

Transformation? 

Y/N 

 

5. SOS Goal # 

Priority Objective # 

Transformation? 

Y/N 

 

 

Dependencies relevant to the delivery of these objectives 

Internal Dependencies External Dependencies 

1. 1. 

 

 

 
 

 

1 Specific, Measurable, Achievable, Relevant and Time-bound. 
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3. Strategic Actions to implement Objectives 
 Assigns Objective 
 Sets out actions to achieve objective – where possible the relevant strategic action should reference the strategies to achieve 

the Department’s overall goals set out in the Statement of Strategy 

 Identifies KPI for each action – the KPI will be the target against which progress on the action and objective will be measured on 
a quarterly basis. 

 
Division:  Insert Assistant Secretary: Name 

 

Objective: 1 and Title 

Linked to 

Strategic 

Goal 

Quarter Strategic Action (SA) 

Plan 

Key Performance Indicator Other Information Lead Responsibility 

 List 

Quarter 

List what needs to be done 

and by what date to 

achieve the objective 

How will the achievement of 

the objective be measured by 

way of target, output etc. 

incl. external 

dependencies, if any 

Principal Officer 
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Objective: 2 and Title 

Linked to 

Strategic 

Goal 

Quarter Strategic Action (SA) 

Plan 

Key Performance Indicator Other Information 

(incl. external 

dependencies, if any) 

Lead Responsibility 

(Principal Officer) 

 List 

Quarter 

List what needs to be done 

and by what date to 

achieve the objective 

How will the achievement of 

the objective be measured by 

way of target, output etc. 

incl. external 

dependencies, if any 

Principal Officer 

      

      

      

      

      

      

 
Objective: 3 and Title 

Linked to 

Strategic 

Goal 

Quarter Strategic Action (SA) 

Plan 

Key Performance Indicator Other Information 

(incl. external 

dependencies, if any) 

Lead Responsibility 

(Principal Officer) 

 List 

Quarter 

List what needs to be done 

and by what date to 

achieve the objective 

How will the achievement of 

the objective be measured by 

way of target, output etc. 

incl. external 

dependencies, if any 

Principal Officer 
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Objective: 4 and Title 

Linked to 

Strategic 

Goal 

Quarter Strategic Action (SA) 

Plan 

Key Performance Indicator Other Information 

(incl. external 

dependencies, if any) 

Lead Responsibility 

(Principal Officer) 

 List 

Quarter 

List what needs to be done 

and by what date to 

achieve the objective 

How will the achievement of 

the objective be measured by 

way of target, output etc. 

incl. external 

dependencies, if any 

Principal Officer 

      

      

      

      

      

      

 
Objective: 5 and Title 

Linked to 

Strategic 

Goal 

Quarter Strategic Action (SA) 

Plan 

Key Performance Indicator Other Information 

(incl. external 

dependencies, if any) 

Lead Responsibility 

(Principal Officer) 

 List 

Quarter 

List what needs to be done 

and by what date to 

achieve the objective 

How will the achievement of 

the objective be measured by 

way of target, output etc. 

incl. external 

dependencies, if any 

Principal Officer 
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4. Business Planning Quarterly Progress Report 
 

 
Every quarter the progress in achieving the area’s objectives will be evaluated. The responsible PO will be required to report on the 
progress on each strategic action in accordance with the RAG status below. 
Current status of performance has been generated from progress reports provided by each Principal Officer or equivalent responsible 
for delivering the Strategic Action on the basis of the Key Performance Indicator. On-going progress is compared to the planned 
deliverables for different indicators using a three-colour coding representation. 

 

 

 
Green signifies that the current YTD target has been met and in line with forecast results/programme. 

 

 

 
Amber signifies that the current YTD performance is below target, but remains within an allowable target deviation. 

 

 

 
 

 

 

Red signifies that current YTD performance is below target by more than an allowable target deviation. Problems 
encountered requiring urgent intervention. This might include adjustment of the performance indicator target or strategic 
action. 

 


