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EXECUTIVE SUMMARY
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Executive summary starts here….

1. INTRODUCTION
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Introduction starts here…

2. GOAL, OBJECTIVES and OUTCOMES
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2.1. Goal 
Goal starts here
2.2. Objectives and Outcomes
The objectives that this project will achieve and the outcomes that will be seen as a result of achieving these objectives are:

	Objectives
	Outcomes

	1. Objective 1
	Outcome 1 of Objective 1

	
	Outcome 2 of Objective 1

	
	Outcome 3 of Objective 1

	
	Outcome 4 of Objective 1

	2. Objective 2
	Outcome 1 of Objective 2

	
	Outcome 2 of Objective 2

	
	Outcome 3 of Objective 2


3. PROJECT SITE & TARGET SPECIES

[image: image3]
3.1. The Site

The site starts here…

3.2. The Target Species

The Target species starts here…

4. OPERATION DETAILS
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The Operation details start here….

5. NON-TARGET SPECIES
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Non-Target species starts here…
6. ENVIRONMENTAL EFFECTS
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Environmental effects start here
7. ENSURING THE SAFETY OF PEOPLE
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Safety issues starts here…

8. LOGISTICS
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Logistics start here…
9. EQUIPMENT LIST
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	Equipment
	Where used
	Responsible for providing
	Done? Y/N

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


10. OPERATIONAL TEAM
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	Name
	Role
	Responsibilities

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


11. TASK SCHEDULE 
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Table of key activities for the eradication operation, the biosecurity and the monitoring activities
[Major milestones are identified in the table with bold on a shaded background.]
	Tasks
	Responsible
	Complete by
	Dependency
	Complete?

	Describe what needs to be done
	Who is to complete it
	When must it be completed by?
	What other task must be completed before this action started
	Y = yes, complete

	Operational Planning Stage

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Implementation Stage: Pre-operation

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Implementation Stage: Eradication operation

	
	
	
	
	

	
	
	
	
	

	Implementation Stage: Post-Eradication

	
	
	
	
	

	Sustaining the Project Stage

	
	
	
	
	

	
	
	
	
	


12. REFERENCES
References start here…
Explanation: Summarize the key points of the Operational Plan


Prompts


The executive summary is read by someone who wants to understand the key points of the project but has not time to read the whole Operational Plan


The executive summary should contain enough information to give a team member a high level view of the whole project


Keep the length to less than 1 page


The Executive Summary is usually written last, after the main document is completed








Explanation: Explain the purpose of this document, and set the scene


Prompts:


Include what agency is responsible for  the work


Who has funded the work


What is the purpose of the document, ie Provide details of how to eradicate XXXX from Island Y. 


The expected audience of the Operational Plan is the eradication team 


What documents were used as background information, for example, Project Design, Feasibility Study Report


Include thanks to any people organizations that have provided support/help/advice etc to the preparation 


Remove this Help Box when the Operational Plan is complete





Explanation: Record what the project will achieve (objectives) and the changes that will result (outcomes)


Prompts:


Copy and paste from the Project Plan


The Goal, Objectives and Outcomes defined in the Project Plan will only change if there is a major change to the project – any changes will need to be consistent with the process defined in the ‘Project Governance’ Section of the Project Plan


Remove this Help Box when the Operational Plan is complete





Explanation: Information that the eradication project team will require to complete the eradication operation


Prompts:


Copy and paste from Project Plan and update if necessary


Only include the information that is relevant to the eradication team; you can use the Project Plan as the detailed site and target species information.


Remove this Help Box when the Operational Plan is complete.





Explanation: Describe the technical details of the eradication operation.





Prompts:


What methods are to be used? 


Provide detail on the method(s) and sequences/timing of these. 


Detail the density of bait/traps, and whether this varies over parts of island, how bait/traps will be distributed, who will do this, etc [Refer to relevant Guidelines e.g. Guidelines for Bait Stations, or Guidelines for Calculating Bait Volumes, etc, according to your chosen technique(s)]


Ensure any tasks are included in the Task Schedule in Section.


Remove this Help Box when the Operational Plan is complete.





Useful Tools:


Feasibility Study Report








Explanation: The information required to manage the risks to non-target species.





Prompts:


Dangers to non-target species. Which will potentially be affected and how?


Ensure tasks are included in the Task Schedule


It is likely some individuals of non-target species populations will die due to the eradication operation. But the emphasis is on the risk to the species population, not the risk to individual animals. While some may die as long as in the long term the population is safe.


Refer to Environmentally Acceptable Section of the Feasibility Study Report for issues that need to be addressed concerning non-target species.


Remove this Help Box when the Operational Plan is complete. 





Useful tools:


Guidelines on Managing Environmental Effects


Guidelines on Managing Non-Target Species.








Explanation: The information required to manage and minimize any impacts to the environment





Prompts:


Ensure tasks are included in the Task Schedule


Refer to ‘Environmentally Acceptable’ Section of the Feasibility Study Report for issues that need to be addressed concerning environmental effects. Ensure all relevant information has been sourced and resulting tasks are in the Task Schedule 


Remove this Help Box when the Operational Plan is complete.





Useful tools:


Guidelines on Managing Environmental Effects








Explanation: The information required to ensure everybody (Operational Team, community, visitors) are not endangered by the methods, materials and transport used in the eradication.





Prompts:


Ensure tasks are included in the  Task Schedule  Section


Consider how you will notify all visitors to the island of the operation and any dangers presented by the operation. 


Some of the notification may be undertaken as part of Stakeholder Engagement.


If using bait, plan for placing warning signs at the eradication site 


Remove this Help Box when the Operational Plan is complete.





Useful Tools:





Guidelines for Project Managers








Explanation: Include any useful practical information that the operational team will need to know to undertake the eradication 





Prompts:


Detail how the Operational team get to the site, where will they stay, how will they move/navigate around the island, where will they source or store food and water, how will they communicate when at site (to each other and to off-site managers?)


Detail how the materials and equipment will get from the place they are purchased from to the island. This is particularly import for poison bait if used. How does it get from the factory to the island? Where is it stored along the way? Who is involved in transporting and storing it? How will you ensure the bait remains in top condition?


Maps, Tide times, Moon rise and set times, etc – are they useful?


Ensure tasks are included in the Task Schedule.


Remove this Help Box when the Operational Plan is complete.





Useful Tools:





Guidelines on Operational Logistics





Explanation: Keep a list of all equipment you need to take to the eradication site, use for monitoring and the biosecurity activities.





Prompts:


Create a checklist based on needs identified (equipment for the actual eradication work, supporting the field crew, safety, communications, etc.) in the sub-sections above, and check off each piece of equipment as you pack for the journey to the eradication site.


Depending on the size of the project and the details of the monitoring activities and biosecurity activities it may help to have separate lists for: eradication operation; the monitoring and the biosecurity activities.


 For smaller project one combined list will be best.


Remove this Help Box when the Operational Plan is complete.





Explanation:  The Operational Team is the Project Team for the eradications – those people who are going to be doing the eradication.


Prompts:


Complete the table indicating who is in the Operational Team and key responsibilities


Remove this Help Box when the Operational Plan is complete.


Useful Tools:


Guidelines for Project Managers





Explanation:  This is your job list. What are the actions that need to be completed as part of the eradication, the monitoring and the biosecurity? When or in what sequence do they need to be done? Who is responsible for ensuring each task is completed at the correct time?





Prompts:


Consider the work required:


Pre-operational (selecting any further staff, contractors and transport, purchasing materials, monitoring, site preparation, consultation, permits, etc)


During the bait/trap eradication (what, how, when, who does the work, and for how long)


Post-operational(clean-up, return of staff and equipment, reporting etc)


Ensure that actions are included that address all of the issues identified in the Feasibility Study Report and the Project Plan and they match all the things identified elsewhere in this plan.


A table of Tasks should be created, in the order they are to be done. Each task should have the person responsible identified and the time by which the task needs to be completed. 


Major milestones should be highlighted in the Task Schedule by shading the row


Depending on the size of the project and the details of the monitoring activities and biosecurity activities it may help to have separate schedules for: eradication operation; the monitoring and the biosecurity activities.


 For smaller projects one combined schedule will be best.


In larger projects other, more complex, project management tools may be required: see Guidelines for Project Managers.


Remove this Help Box when the Operational Plan is complete.





Useful Tools


Guidelines for Project Managers
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