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[bookmark: _Toc27055832]A Message From [executive staff]
Message of support from executive staff. Consider communicating:
· Importance of the workforce plan
· Summary of the workforce planning process
· Division/program areas that contributed to the development of the plan
· How the plan addresses the organization’s unique challenges
· How the plan supports the goals and mission
· Highlight one or more initiatives
· Expectations for organization-wide involvement
· Responsibility of employees
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[bookmark: _Toc27055834][bookmark: _Toc456704705]Introduction
[bookmark: _Toc381625438][bookmark: _Toc381626473][bookmark: _Toc389483343]Identify the purpose of the workforce plan for your organization. 
Include any history that has an impact on the organization’s current or future workforce needs, such as how and why the organization was established, references to pertinent government codes, merger or re-organization history, or other major changes in the organization.
[bookmark: _Strategic_Direction][bookmark: _Toc27055835]Strategic Direction[image: ]	
Outline the organization’s strategic direction by identifying the following components:
· Mission 
· Vision
· Values
· Goals and objectives
· Division/program areas and functions critical to the success of the organization’s mission. Include a brief description of the various division/program areas. 
The strategic direction components can be identified instead in Appendix E: Mission, Vision, Values, and Strategic Map. 
Clearly state how the workforce plan goals support and align to the organization’s strategic direction.
----------------------------------Example of goals and workforce plan alignment------------------------------
[Organization Name]’s workforce plan supports the following strategic plan goals:
· Providing superior customer service
· Further developing [Organization Name]’s team of experts
· Leveraging technology to enhance our services
This workforce plan specifically supports the second goal most distinctly by “Further developing [Organization Name]’s team of experts.” All initiatives in the workforce plan support developing [Organization Name]’s staff through significant knowledge transfer and retention efforts, and ensuring we retain those staff through succession management and other employee development efforts. Certainly, [Organization Name]’s goals of providing superior customer service and leveraging technology to enhance our services are also fortified by addressing these workforce gaps.
[bookmark: _Toc27055836]Environmental Factors
Describe internal and external environmental factors that continuously and uniquely effect your organization, such as legislation, technology, organization reorganizations and historical and cultural events. 
[bookmark: _Toc27055837]Methodology
Briefly describe how this version of the workforce plan may differ from previous version(s). In particular, what changes have been made to address new or ongoing workforce challenges? 
Describe the workforce planning approach and process. How and why the workforce plan is organized and designed as it is. For example: the organization’s workforce was analyzed by occupational series experiencing common challenges, then overall organization trends are assessed to address challenges on an organization-wide level. 
Identify Individuals and/or division/program areas that were partnered with to solicit input on current and future workforce challenges.

Also consider including: 
· Completing a comprehensive workforce data analysis
· [bookmark: _GoBack]Obtaining executive staff and/or program area input through a facilitated session
· Reviewing workforce plan alignment with the organization’s strategic plan

[bookmark: _Toc27055838]Workforce Overview
If applicable, include graphs throughout the Workforce Overview section to better illustrate current outlook or trends.
[bookmark: _Toc27055839]Demographics
Provide an overview of your organization’s current demographic profile. This should include but not be limited to describing current workforce demographics as it pertains to age groups, gender, ethnicity, veteran and disabled employee representation. Utilize results from the organization’s annual Workforce Analysis. Compare demographic changes from previous year(s). At minimum, compare your organization’s profile to statewide trends, which can be found via the following resources:

· Annual Census Report
· Statewide Civil Service Demographic Statistical Reports
· Statewide Workforce Planning Statistics 

[bookmark: _Toc27055840]Separation Trends and Forecast
Identify current and future separation trends, as it pertains to all separation types. Identify priority classifications that are at risk assuming no management action will be taken to replace lost staff. This should include but not be limited to classifications, position types, or occupational series experiencing high turnover, high vacancy rates, and/or lack of bench strength. Identify classifications that require highly specialized minimum qualifications. Fully identify key classifications at risk for retirement, attrition, turnover, and transfers. Consider the following factors:
· Headcount = Total employees in the classification minus total employees expected to be lost to actual impact
· NOTE: Multiply the total employees by the Actual Impact percentage to determine the total employees expected to be lost to separations
· Retirements = Total retirements during last twelve months divided by average monthly number of employees in the classification during last twelve months
· NOTE:  Retirements include disability and service retirements
· Transfers =  Total lateral transfers during last twelve months divided by average monthly number of employees in the classification during last twelve months 
· NOTE: Consult your HR division for exit data and/or other records of transfers from your organization
· Voluntary Separations = Total voluntary separations during last twelve months divided by average monthly number of employees in the classification during last twelve months
· NOTE:  Exclude promotions, retirements and dismissals. Turnover rates from 15 – 20% are cause for concern.
· Potential Impact = (Total current vacancies plus total current employees aged 50 or older minus total positions currently being recruited) divided by total established positions [calculate the total in the parentheses before dividing]
· Actual Impact = (Total retirements plus total lateral transfers plus total voluntary separations in the last twelve months) divided by average monthly number of  employees in the classification during last twelve months [calculate the total in the parentheses before dividing]
· Trend Analysis = Actual Impact from 3 years ago (25%) plus Actual Impact from 2 years ago (25%) plus Actual Impact from current year (50%)
· NOTE: *This formula assumes the most recent employment data is a better predictor of future impacts. If a workforce trend occurred that was specific to the most recent year, you may choose to weight all three years equally so that the projected years are not skewed.
For detailed instructions on performing the separation trend analysis refer to the Workforce Data Analysis Methodology located on the Workforce Planning Toolkit webpage.
Provide a summary of your analysis in a table format such as the table in Appendix A
[bookmark: _Toc27055841]Retirement Eligibility
Illustrate number of employees eligible for retirement based on age 50 or over, by classification/ leadership level and/or occupational series in order to understand areas at risk of retirement. Identify other factors important to your consideration of retirement risk such as employees who have reached max pay, years of state service, and actual age at retirement for the classification/leadership level and/or occupational series.
[bookmark: _Toc27055842]
Competencies
Identify the competencies necessary to successfully achieve the mission and critical functions of the organization. Competencies can be identified by core, leadership, organizational, occupational, or job specific. List and rank the most critical competencies, and how these competencies contribute towards your organization’s functions, strategic goals, mission and overall success.
The following competency models are available for your reference and or adoption:
· CalHR Core Competency Model
· CalHR Leadership Competency Model
[bookmark: _Toc27055843]Key Positions
List all critical/key positions; ranked by most critical to least. A key position describes a position whose decision-making authority and related responsibilities significantly influence organizational policies, strategic goals, business operations, or mission-critical projects. A key position can be a managerial position or a highly specialized individual contributor position.
[bookmark: _Toc456704716][bookmark: _Toc27055844]Entrance, Stay, and Exit Survey Results
Summarize employee preferences, experiences, and perceptions, as illustrated by your organization’s new employee survey, stay survey, exit survey, and/or other employee satisfaction and engagement measures. Include an Appendix of additional measures, if you have this information available. 


[bookmark: _Workforce_Gap_Analysis][bookmark: _Toc27055845]Workforce Gap Analysis [image: ]
In each Gaps and Risks section below, identify your workforce gaps or challenges based on results of your organization’s current Workforce Overview and supply compared to current and projected needs.
For detailed guidance on performing a workforce gap analysis refer to Phase 2 of the State of California Workforce Planning Model.
Include the following in each Gaps and Risks section below:
· Describe the gap(s) or challenge(s)
· Indicate what measure(s)/factor(s) were collected and analyzed to assist in revealing the gap(s) or challenge(s), either from specific areas of the Workforce Overview section or other methods of collecting data such as facilitated intake sessions with leadership
· Describe the risk to the organization if the gap or challenge is not addressed
· Identify the priority order of gaps or challenges that will be addressed, and how the priority was determined
· Include which division/program areas, classification/leadership levels and/or occupational series will be prioritized based on greatest risk to the organization

[bookmark: _Toc27055846]Recruitment Gaps and Risks
 Aim to address challenges revealing how to attract a diverse and competent workforce that may include but is not limited to the following:
· Diversity
· Hiring process (e.g. turnaround time, professional and knowledgeable staff/managers)
· Recruitment efforts (e.g. how are candidates hearing about your positions, what is attracting them to state service)
· Difficult to recruit classifications
[bookmark: _Toc27055847]Retention Gaps and Risks
Aim to address challenges regarding why people are leaving that may include but is not limited to the following:
· Employee engagement (e.g. recognition, satisfaction)
· Opportunities for promotion and career growth
· Private sector competition
· Outdated class specifications or inaccurate duty statements
[bookmark: _Toc27055848]Employee Development Gaps and Risks
Aim to address employee development challenges that may include but is not limited to the following:
· Aligning training to necessary competency development
· Quantity of employee development opportunities
· Quality of employee development opportunities
· Diversity of employee development opportunities
[bookmark: _Toc27055849]Knowledge Transfer Gaps and Risks
Aim to address challenges capturing and sharing knowledge that may include but is not limited to the following:
· Barriers to knowledge transfer inhibiting the process of sharing (e.g. complexity in communicating highly specialized knowledge, organizational silos, knowledge hoarding, investment in time and effort)
· Lack of standardized procedures
· Lack of efficient sharing methods
[bookmark: _Toc27055850]Succession Management Gaps and Risks
Aim to address challenges in readiness of potential successors into key professional and leadership positions through the transfer of institutional and highly technical knowledge. Describe the ability of your workforce to successfully face potential turnover, restructures, and changes in business strategy without interrupting the regular flow of business. Factors effecting bench strength to consider may include but is not limited to the following:
· Readiness - transferring of critical knowledge and developing competencies necessary to perform in key classifications
· Separation trends
· Retirement eligibility of current employees
· Vacancy rates
·  Organization size
[bookmark: _Toc27055851]Workforce Planning Initiatives [image: ]
Based on the result from the Workforce Gap Analysis section and subsequent risks, identify the workforce planning initiatives that will be implemented or improved on to meet current and future workforce needs. Include the initiative name and description in each Initiative section below.
Create an action plan to include all initiatives listed below along with measurable performance indicators, and include the full action plan in an appendix. For an example see Appendix C.
[bookmark: _Toc27055852]Recruitment Initiatives
Some ideas may include:
· Expand exam offerings
· Develop training on recruiting
· Leverage existing technology for recruitment
· Target recruitment strategies for hard-to-fill positions
· Establish internships with local training programs/colleges
· Development job marketing toolkit
· Increase social media presence
· Implement a Career Ambassador Program
[bookmark: _Toc27055853]Retention Initiatives
Some ideas may include:
· Develop employee onboarding program
· Conduct stay interviews
· Employ employee engagement strategies
· Develop work/life balance, wellness programs
· Provide employees with career development information and opportunities 
· Develop workforce retention program to provide supervisors/managers with tools and strategies to assist in staff retention
· Develop employee recognition program 
· Explore flexible schedule/tele-commuting
[bookmark: _Toc27055854]Employee Development initiatives
Some ideas may include:
· Complete professional development needs analysis
· Develop employee training plans
· Implement job rotation program
[bookmark: _Toc27055855]Knowledge Transfer Initiatives
Some ideas may include:
· Develop knowledge management practices to identify, capture, and leverage institutional knowledge (mentoring, cross-training, internships)
· Documentation of business processes 
· Develop transition plans/binders
· Job sharing/rotation
· Develop cross-training opportunities
[bookmark: _Toc27055856]Succession Management Initiatives
Key Positions and Competencies
Indicate the critical/key positions that have been prioritized as part of the succession management strategy, and the critical competencies they possess for success.
Assessment Strategy
Indicate the positions that will be prioritized to help develop bench strength for the critical/key positions identified, and how this candidate pool was determined. Describe the assessment strategy used to evaluate the candidate pool’s competency proficiencies, readiness to fulfill a key role, and uncover development needs.
Describe the strategy for ensuring regular assessment of your succession management efforts in order to mitigate risk due to vacancies in critical positions. 
Key Position Development Strategies
Describe the developmental strategies that will be used to support their growth to be competent. Indicate current and future strategies being utilized to develop potential successors (employee development, IDPs, mentoring, recruitment, job shadowing, stretch assignments, rotational assignments etc.). When considering your key positions, what positions must be filled internally, appointed, externally. Identify the knowledge transfer process, programs, or systems currently in place or that will be put into practice.
[bookmark: _Toc27055857]Conclusion [image: ]
Identify which division/program will own workforce planning, the process for operationalizing the plan, evaluating the plan, and creating governance.
Indicate what challenges you anticipate in operationalizing the plan and successfully implementing solutions, and how will they be mitigated.
In this section consider highlighting:
· Qualities and characteristics of your workforce (weaknesses, strengths, unique qualities, etc.) 
· Impact of proposed strategies to your workforce
· Projection of organization’s accomplishments in workforce planning 
· Organization’s future commitment to workforce planning
[bookmark: _Toc474311830][bookmark: _Toc27055858]Appendices
[bookmark: _Toc381626493][bookmark: _Toc389483366]The following appendices are recommended as part of your organization’s workforce plan.
[bookmark: _Toc381626494][bookmark: _Toc389483367][bookmark: _Toc435083484]
*Appendix A: Separation Trend and Forecast

[bookmark: _Toc381626495][bookmark: _Toc389483368][bookmark: _Toc435083485]Appendix B: Separation Snapshot

[bookmark: _Toc381626496][bookmark: _Toc389483369][bookmark: _Toc435083486]*Appendix C: Action Plan 

[bookmark: _Toc381626497][bookmark: _Toc389483370][bookmark: _Toc435083487]Appendix D: Communication Plan

[bookmark: _Toc381626498][bookmark: _Toc389483371][bookmark: _Toc435083488]Appendix E: Mission, Vision, Values, and Strategic Map

[bookmark: _Toc381626499][bookmark: _Toc389483372][bookmark: _Toc435083489]*Appendix F: Competency Model

[bookmark: _Toc381626500][bookmark: _Toc389483373][bookmark: _Toc435083490]*Appendix G: Organizational Chart

*Highly recommended




[bookmark: _Appendix_A:_Separation][bookmark: _Appendix_B:_Key][bookmark: _Toc27055859]Appendix A: Separation Trends and Forecast
This appendix relates to the Workforce Overview section of the template.

Establish a classification watch list based on criteria used to identify key classifications and impacts the classifications may experience. Results will assist in identifying separation impacts on classifications to determine those that are at the greatest risk. The following analytics are recommended:
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	Actual Impact
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[bookmark: _Appendix_C:_Projected][bookmark: _Toc27055860]Appendix B: Separation Snapshot
Unlike the in-depth, classification by classification analysis of the Separation Trends and Forecast table above, the Separation Snapshot is a high-level, simple analysis of the separation types listed in the graph. This graph should illustrate separation trends of at least 3 years prior, current, and projected into 2 years. It is suggested this chart be further broken out to reflect trends and forecast data for separate classifications, classification types, or occupational series. 
Note: The following information serves as a sample.


[bookmark: _Toc27055861]Appendix C: Action Plan [image: ]
This appendix relates to the Workforce Planning Initiatives section of the template.

Outline the initiative to be carried out, identify who is responsible for coordination and implementation, the date in which implementation should be completed, and describe how each initiative will be assessed. Organize the initiatives by those that will take one to two years to implement, or three to five years to implement. The action plan is included as an appendix because it lends itself to continuous updates/change. This way, you will not have to update the entire plan. (Add rows to the table as needed.)

	Initiative
What is the name of the initiative?
	Gap
Which workforce planning gap does the initiative address?
	Responsible Person(s)
Who is responsible for overseeing successful implementation of the initiative?
	Performance Indicators
How will we know we achieved our goal and what will success look like?
	Due Date
When will it be completed?
	Strategic Alignment
Which Strategic goal(s) does the initiative support?

	One to Two Year Initiatives

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Three to Five Year Initiatives

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


______________________________________________	_________________________________
[Executive Staff] Signature	Date	Print Name
______________________________________________	_________________________________
[Workforce Plan Owner] Signature	Date	Print Name

[bookmark: _Appendix_D:_Accountability][bookmark: _Toc27055862]Appendix D: Communication Plan 
Clearly identify roles and responsibilities at all levels and for all parties responsible for the success of the workforce plan.
Describe your organization’s strategy for bringing organization-wide awareness and successful implementation of the plan, and how you will make the workforce plan accessible to all employees. Indicate how and when responsible parties will be notified of their responsibility and if additional training, consulting, or support regarding the plan is required to fulfill their role. (Add rows to the table as needed.)
	Responsible Person(s)
Who is Responsible?
	Strategy
How will the information be communicated? What modalities will be used?
	Audience and Purpose
Who is the intended audience? 
What is the desired outcome for the intended audience? 
	Target Date(s)
When will it be completed?
	Additional Training Required (Yes/No)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Appendix_E:_Mission,][bookmark: _Toc27055863]Appendix E: Mission, Vision, Values, and Strategic Map
This appendix relates to the Strategic Direction section of the template.  
Identify your organization’s strategic direction components and/or include a visual strategic map or other visual presentation (such as a flow chart).


[bookmark: _Toc27055864]Appendix F: Competency Model
This appendix relates to the Workforce Overview section of the template. 
List the competencies or include/identify the competency model(s) the organization aligns with to show the knowledge, skills, and behaviors required.

[bookmark: _Toc27055865]Appendix G: Organizational Chart
Insert the organization’s most recent organizational chart.


[bookmark: _Toc27055866]Contact Information
Organization Name
Street Address
Workforce Plan Owner Name and Title
Workforce Plan Owner Division Name
Workforce Plan Owner Phone and or Email Address


[bookmark: _Toc27055867]Glossary of Key Terms
Separation Snapshot
Voluntary Separation	2012	2013	2014	2015	2016	50	30	30	46.666666666666607	40.666666666666607	Retirement	2012	2013	2014	2015	2016	30	40	45	30.8333333333333	35.333333333333343	Involuntary Separation	2012	2013	2014	2015	2016	5	10	5	6.6666666666666661	6.6666666666666661	Health/Disability/Family	2012	2013	2014	2015	2016	10	10	5	10.83333333333333	9.3333333333333357	Total Separations	2012	2013	2014	2015	2016	95	90	85	95	92	
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