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[bookmark: _Hlk160721958]Assessment | Mission, Vision, and Values

Mission
Include supporting text further defining the mission and how it relates to the employees of the agency.Use this box to highlight any information (if any).




Vision
Agency vision.

Values
Agency values.

Changes
[bookmark: _Hlk162512467]Highlight any changes or challenges to your mission, vision or values that have occurred since the last submission of your Succession Plan. 




Workforce Planning
Workforce planning is a strategic process that involves analyzing and planning an organization's workforce to ensure that it has the right people with the right skills in the right places at the right time with a focus on recruiting and maintaining a diverse workforce, addressing environmental changes and preparing for upcoming changes (expansion, restructure or reduction). 

Overview | Workforce Planning

Use this space to provide an overview of your workforce. Details should include current staffing as well as future staffing needs, talent gaps, and retirement forecasts. 

[bookmark: _Hlk199747466]Current Workforce by Classification 

Insert data/graph 

Example:


Turnover Rate 

Insert data/graph

Example: 


	Turnover by Position
	Termination Count Divided by Headcount

	Accountant 3
	200.00%

	Accounting Tech 1
	14.29%

	Admin Spec 2
	5.41%

	Agency Head 1
	66.67%

	Fleet Attendant 1
	29.67%

	Automotive Tech 2
	40.00%

	Bus Ops Sup 1
	28.57%

	Construction Project Manager 3
	28.57%

	Custodian 
	40.00%

	Economist 4
	40.00%

	Electrician 2
	15.38%

	Enterprise Technology Advisor 2t
	18.18%

	Executive Support Specialist 2 
	29.67%




Current Staffing Needs | Vacancies

Insert data/graph or narrative.

Future Staffing Needs | Anticipated Needs 

Insert data/graph or narrative if applicable.

Talent Gaps | Current and Future

Where do you see gaps in talent within your current workforce? This may be due to position changes, retirements, or loss of historical knowledge/experience. 

2026 Retirement Eligibility | One Year Forecast 

Utilizing the Workday report HCM Retirement Eligibility Summary, identify the number and percentage of your agencies workforce that is currently eligible to retire or will be within one year. This data may influence positions you identify as critical/highly critical based on potential vacancy due to retirements. 

	Position
	Eligible to Retire Now
	Eligible to Retire < 1 Year

	
	
	

	
	
	

	
	
	





Challenges | Workforce Planning

Based on your overview above and your agency strategic SWOT analysis, what are the biggest challenges/gaps your agency has identified that impact your overall workforce? Additionally, what workforce challenges/gaps does your agency anticipate facing in the future? Potential challenges may include staffing/retention, recruiting, budget, resources, workload changes, employee development, etc. 

1) [bookmark: _Hlk199318447]What plans does your agency have in place over the next twelve months to address these challenges/gaps and what additional resources do you need to accomplish these goals? 

Example:
Challenge: Staffing and Retention
a. Goal: Create and utilize a successful onboarding program for new staff. 
b. Additional Resources: Comprehensive toolkit for employee onboarding.
c. Potential Partners: DAS, similar agencies. 
d. Target completion date: June 2026.
e. Contingencies (if any): Potential staffing/funding changes

2) Next, what plans does your agency have in place over the next twelve to twenty-four months to address these challenges/gaps and what additional resources do you need to accomplish these goals? 

Example:
Challenge: Workload Changes
a. Goal: Hire 125 new employees to address a new body of work expected late-2026. 
b. Additional Resources: Surge hiring toolkit, recruitment resources, Workday training for managers.
c. Potential Partners: DAS CHRO, Workday, agencies with similar positions. 
d. Target completion date: August 2026.
e. Contingencies (if any): Potential staffing/funding changes



Succession Planning
Succession planning is the process of identifying the critical positions within your organization and developing action plans for individuals to assume those positions. Succession planning can lead to better employee retention, improved morale, and a stronger talent pipeline for the future. It also helps organizations retain valuable knowledge and experience as key employees transition out.

Succession Plan 2025 | Review Previous Plan Year to Current

Use this space to provide a narrative about steps taken based on your development concepts from the previous succession plan. If no progress has been made state “no progress made” and explain why.

[bookmark: _Hlk162512698]Use this space to provide a review of your critical or highly critical positions and development progress from 2024. 

Summary of gains made from previous succession plan.
	Position(s) Identified in 2024
	2024 Status 
(critical, highly critical)
	2025 Status 
(non-critical, critical, highly critical)
	Reason
Provide brief narrative of why status changed or stayed the same

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	






Succession Plan 2025 | Identification

Use this space to capture current positions identified as highly critical or critical (see chart below). Include any positions from 2024 that are still considered highly critical or critical and any new positions the agency has identified for 2025. 

Highly Critical
1. Position number one
a. Competencies of position
b. Why identified as highly critical (see factors)
c. Was this position identified on your 2024 Succession Plan
2. Position number two
a. Competencies of position
b. Why identified as highly critical
c. Was this position identified on your 2024 Succession Plan
3. Position number three
a. Competencies of position
b. Why identified as highly critical
c. Was this position identified on your 2024 Succession Plan

Critical
1. Position number one
a. Competencies of position
b. Why identified as critical
c. Was this position identified on your 2024 Succession Plan
2. Position number two
a. Competencies of position
b. Why identified as critical
c. Was this position identified on your 2024 Succession Plan
3. Position number three
a. Competencies of position
b. Why identified as critical
c. Was this position identified on your 2024 Succession Plan




POSITION IDENTIFICATION REFERENCE CHART

	NOT A CRITICAL POSITION
	· Vacancy would cause limited impact
· Limited specialized knowledge or skills required
· Strong recruitment potential
· Competitive compensation package
· Limited direct promotional opportunities

	CRITICAL
POSITION
	· Vacancy would cause an impact
· Some specialized knowledge or skills required
· Challenging recruitment
· Moderately competitive compensation package
· Skill set in demand
· Promotional opportunities
· Anticipate vacancy within the next 1 to 5 years

	HIGHLY
CRITICAL
POSITIONS
	· Vacancy would cause a significant impact
· Specialized knowledge or skills required
· Very challenging recruitment
· No competitive compensation package/compression issues
· Skill set in high demand
· Promotional opportunities
· Anticipate vacancy within the next year




Succession Plan 2025 | Development

Use this space to explore how you plan to develop competencies in the highly critical and critical positions to build the bench strengths of the position. If the position is a carryover from 2024, explain how your development plans have changed (if applicable). 

Highly Critical
1. Position number one
a. Development plan for competency development. How are you going to build the bench strength for this position? 
b. [bookmark: _Hlk149632429]Gaps: what are potential recruitment or retention challenges for this position?
c. What are the skill development challenges in relation to the existing and future workforce (i.e., current employees need to develop new skills, specialized skills/degree/license are required, etc.), and how do you plan to overcome them?
2. Position number two
a. Development plan for competency development. How are you going to build the bench strength for this position?
b. Gaps: what are potential recruitment or retention challenges for this position?
c. [bookmark: _Hlk149632996]What are the skill development challenges in relation to the existing and future workforce (i.e., current employees need to develop new skills, specialized skills/degree/license are required, etc.), and how do you plan to overcome them? 
3. Position number three
a. Development plan for competency development. How are you going to build the bench strength for this position?
b. [bookmark: _Hlk149632533]Gaps: what are potential recruitment or retention challenges for this position?
c. What are the skill development challenges in relation to the existing and future workforce (i.e., current employees need to develop new skills, specialized skills/degree/license are required, etc.), and how do you plan to overcome them? 

Critical
1. Position number one
a. Development plan for competency development. How are you going to build the bench strength for this position?
b. Gaps: what are potential recruitment or retention challenges for this position?
c. What are the skill development challenges in relation to the existing and future workforce (i.e., current employees need to develop new skills, specialized skills/degree/license are required, etc.), and how do you plan to overcome them? 
2. Position number two
a. Development plan for competency development. How are you going to build the bench strength for this position?
b. Gaps: what are potential recruitment or retention challenges for this position?
c. What are the skill development challenges in relation to the existing and future workforce (i.e., current employees need to develop new skills, specialized skills/degree/license are required, etc.), and how do you plan to overcome them? 
3. Position number three
a. Development plan for competency development. How are you going to build the bench strength for this position?
b. Gaps: what are potential recruitment or retention challenges for this position?
c. What are the skill development challenges in relation to the existing and future workforce (i.e., current employees need to develop new skills, specialized skills/degree/license are required, etc.), and how do you plan to overcome them? 

Agency-wide plans for competency development
Use this space to include any additional plans for competency development of positions outside of or in addition to highly critical and critical. This section can include new and upcoming recruitment or retention efforts, training efforts, etc. 




Succession Plan 2025 | Evaluation

What are the agency’s plans to evaluate and revisit this plan to ensure the agency is on track (i.e. “The agency’s leadership team will evaluate this succession plan quarterly and make adjustments as necessary”)? Further areas to refine your evaluation strategies are included below. 

Overall Plan Review
How will the agency review the plan in its entirety (i.e. quarterly/annually and by whom)?

[bookmark: _Hlk160723741]Highly Critical/Critical Positions
Has the work changed and has how the work is done changed or new programs added?

Competency Adjustment
How will the agency evaluate and adjust competencies?

Employee Goals
How will the agency evaluate employee goals (i.e., PAF guidelines to discuss employee interest and cross-training/promotional opportunities)?

Recruitment Strategies
What is the evaluation process to determine if the current and future recruitment and retention strategies are working and how will they be adjusted as needed? 

Conclusion
Use this space to conclude any final thoughts about your workforce/succession plan. Explain how your plan supports the agency’s strategic plan, affirmative action or diversity plan(s). 

Agency Worker Detail Report

Agency Head	Automotive Fleet Attendant 	Custodian 	Economist 3	Economist 4	Fiscal Analyst 1	Fiscal Analyst 2	Fiscal Analyst 3	HR Consultant 1	HR Consultant 2	Mail Delivery Driver	1	12	25	6	4	18	13	9	16	4	8	


Agency Turnover Rate

Voluntary Turnover Rate	Involuntary Turnover Rate	Total	Voluntary Turnover Rate	Involuntary Turnover Rate	Total	Voluntary Turnover Rate	Involuntary Turnover Rate	Total	Voluntary Turnover Rate	Involuntary Turnover Rate	Total	2025-Q2	2025-Q3	2025-Q4	2025-Q2	1.7794999999999998E-2	2.9659999999999999E-3	2.0761000000000002E-2	1.4836999999999999E-2	9.8900000000000008E-4	1.5826E-2	3.1904000000000002E-2	3.9880000000000002E-3	3.5892E-2	2.3303000000000001E-2	2.026E-3	2.5329000000000001E-2	
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