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Agency Workforce Plan Template
Introduction

If you exit the survey, it will automatically save your responses for when you return.

1. What is your Secretariat? Click on the box.
· ANF

· EDU

· EEA

· EED

· EHS

· EOL

· EPS

· MassDOT

· Independent Agency

2. What is your Agency Name?

3. Please list the name of each Workforce Planning Team member next to the appropriate function/role.


Agency Champion: 
Function Lead: 
HR Facilitator: 
Diversity Officer: 
Other Team Members: 
Others who served as consultant:
Section 1: Obtain Strategic Direction and Identify Workforce Related Operational Challenges

4. Does your agency anticipate agency mission, services, or operational changes in the next 3-5 years?

· Yes

· No

If yes, please explain.

5. Does your agency anticipate funding, legislative, or regulatory changes that will significantly impact the agency in the next 3-5 years?

· Yes

· No

If yes, please explain.

6. Does your agency plan to consolidate, close, or open new agency locations in the next 3-5 years?

· Yes

· No

If yes, please explain.

7. Based on efforts to improve service delivery and current business trends, what skills will be needed in the future that the current workforce does not have today?

8. Are there any occupational short or long term workforce trends that are likely to impact your ability to recruit and/or retain employees? Click on the appropriate response box.

· Yes

· No

If yes, please explain.

9. In light of your business-related trends and your agency's current budget projections, identify the top three to five Titles, Jobs or Functions that raise concern regarding a potential talent gap.

Function 1: 
Function 2: 
Function 3: 
Function 4:
(optional)
Function 5: 
(optional)

Section 2: Identify Workforce Planning Target(s)

Please select one of the Titles, Jobs, or Functions you listed in your response to Question 9 which will be the main focus for this workforce plan.

10. Please select the Title, Job, or Function that will be the primary focus of the Workforce Action Plan.
11. Please indicate classification(s) of role.

Check all that apply.

· Management
·  Unclassified
· Confidential
·  TPL
· Unit 1 Administrative (NAGE)
· Unit 2 Service and Institutional (AFSCME)
· Unit 3 Skilled Trades (NAGE)
· Unit 4 Correction Officers (MCOFU)
· Unit 4A Correction Captains (New England Police Benevolent Association)
· Unit 4B Military Reservation Firefighters
· Unit 5 Public Safety (COPS)
· Unit 5A State Police (SPAM)
· Unit 6 Professional (NAGE)
· Unit 7 Professional Healthcare (MNA)
· Unit 8 Social and Rehabilitative (SEIU)
· Unit 9 Scientists and Engineers (MOSES)
· Unit 10 Education (SEIU)
· Other (please specify):

12. Explain the direct business impact of not having the staff and skills you need in this role in the next 3-5 years. Detail any other consequences of not addressing the issues now.
Section 3: Assess the Talent Gap

13. Identify the drivers that create a retention challenge for this function in relation to the existing workforce.

Check all that apply.

· Difficulty retaining long-term employees

· Difficulty retaining short-term employees

· Number of employees who are retirement eligible

· Number of employees who are retirement likely

· Employees hesitant to accept promotion

· No career ladder for title (several jobs of increasing responsibility that are defined)

· Low employee engagement

· Not applicable

Additional Information/Other Drivers

14. Identify the drivers that create a skill development challenge for this function in relation to the existing and future workforce.

Check all that apply.

· Current employees need to develop new skills

· Specialized skills are required

· Degree or professional license required

· Market shortage of this skill or knowledge

· Long "ramp-up" time after hire – time it takes for new employee to be fully proficient

· Not applicable

Additional Information/Other Drivers

15. Which of the following drivers (if any) create a recruitment challenge for this role?

Check all that apply. 

· Specialized skills are required

· Experience level needed in minimum entrance requirements

· Difficulty attracting candidates

· Competition with federal and municipal agencies for this talent

· Competition with private sector companies or nonprofits for this talent

· A more diverse applicant pool is needed

· Not applicable

Additional Information/Other Drivers:
16. What number and percentage of the agency's total workforce does this Title, Job, or Function represent?

Number:

Percentage:

17. Do other state agencies use a similar Title, Job, or Function? Note-this Information can be obtained from the Secretariat HR Director.

· Yes

· No

If yes, what other state agencies use this Title, Job, or Function?

18. Are there any diversity concerns with respect to the current composition of your workforce for this Title, Job, Function?

· Yes

· No

If yes, please explain.

19. Are there multi-generational concerns regarding the composition of your current workforce and pending retirements?

· Yes

· No

If yes, please explain.

20. Identify any concerns in terms of turnover trends over the last few years.
21. What number and percentage of the incumbents in the Title, Job, or Function are retirement eligible?


Number:

Percentage:

22. What number and percentage of the incumbents in the Title, Job, or Function are "retirement likely"?


Number:

Percentage:

23. Identify the talent gap in terms of number of staff needed, and/or the composition of the staff needed, in this Title, Series or Function in the next 3 – 5 years.
24. Identify the projected skill development needs for existing staff in this Title, Series or Function in the next 3 – 5 years.
25.  Identify the organizational challenge in terms of availability of institutional knowledge in the next 3 – 5 years.
Section 4: Selecting Potential Mitigating Strategies

Use this section to identify strategies that, added to the strategies your Agency is currently using, may assist in mitigating your talent gap in the future.

26. Following are strategies and tools to facilitate successful recruitment.

Check all that apply.

· Leverage use of social media to recruit (Twitter, LinkedIn, Facebook, etc)
· Diversify your recruitment sources (Operation ABLE, Commonwealth Compact, Ladders.com,       Craigslist.org, etc.)
· Participate in or host career fairs
Collaborate with targeted organizations that help people with disabilities (Mass Rehabilitation    Commission, Easter Seals), Ethnic professional organizations (Black MBA Association, Latino Professional   Network, Boston Chinatown Neighborhood Center, local Urban League chapters, etc) as well as   organizations that provide services to women and veterans
· Partner with college and university recruitment centers including job fairs
· Recruit from within the agency before the start of an external recruitment campaign
· Update job descriptions (specific to the employee)
· Review and update preferred qualifications if needed
· Update CEO posting for next opening
· Streamline internal hiring process
· Survey candidates who did not accept agency job offers to learn why they did not elect to for the Commonwealth
· Develop an agency public service career brand messaging campaign about why public service is important
· Establish internships, coop positions, or fellowships (DISCUSS WITH LABOR RELATIONS AND OER BEFORE PROCEEDING)
· Offer job shadow days for students and others to learn about jobs in your agency
· Not applicable

Other (please specify)

27. Following are strategies and tools to facilitate successful retention. Check all that apply.

· Establish or bolster current new employee orientation and onboarding process-getting a new employee acclimated and ensuring they know the job expectations
· Promote participation in tuition remission program
· Establish a mentoring program two employees of different levels of experience are matched up; one is the role model and sounding board for the other (DISCUSS WITH LABOR RELATIONS AND OER BEFORE PROCEEDING)
· Conduct stay interviews meet with employees to learn what they like most about the job and what they would recommend improving (MAY REQUIRE UNION NOTICE OR BARGAINING)
· Establish a workgroup to conduct employee engagement surveys and implement action plans to increase employee commitment. (REQUIRES BARGAINING WITH THE UNION)
· Organize a diversity council or affinity group (groups with a shared interest such as UMASS graduates) (DISCUSS WITH LABOR RELATIONS AND OER BEFORE PROCEEDING)
· Allow flexible work schedules, telecommuting, or part-time work (first two REQUIRE HRD and UNION APPROVAL)
· Offer career counseling support, resume development, and interview skills refresher sessions
· Encourage professional development i.e. training, independent study, professional association membership, conferences
· Not applicable

Other (please specify)

28. Following are strategies and tools to facilitate skill development.

Check all that apply.

· Implement cross-training efforts across and within work teams (MAY REQUIRE UNION NOTICE AND BARGAINING) (DISCUSS WITH LABOR RELATIONS AND OER BEFORE PROCEEDING)
· Implement coaching training program
· Implement a job rotation program-employees move through one or more jobs and perform those new functions instead of their regular duties in their current position (REQUIRES NOTICE TO THE UNION AND POSSIBLY BARGAINING) (DISCUSS WITH LABOR RELATIONS AND OER BEFORE PROCEEDING)
· Enroll staff in training classes using just-in-time training to enhance skills needed
· Partner with local colleges to create programs to provide staff with contemporary knowledge
· Offer Job shadow days when an employee observes the work of another employee to learn what is involved in that role
· Require employees to write career development plans (REQUIRES BARGAINING WITH UNION)
· Require managers to include development of employees as a career growth objective in ACES
· Conduct skill inventory (REQUIRES BARGAINING WITH THE UNION)
· Provide on-the-job training (DISCUSS WITH LABOR RELATIONS AND OER BEFORE PROCEEDING)
· Assess skills of staff in vanishing occupations and provide re-skilling or up-skilling opportunities instead of layoffs (REQUIRES BARGAINING WITH THE UNION)

Other (please specify)

29. Following are strategies to facilitate organizational preparedness.

Check all that apply.

· Document institutional knowledge – capture information and experience that is not currently documented or shared with others
· Implement succession planning to build a talent pool of employees for future management positions (REQUIRES OER REVIEW IF PROGRAM INCLUDES NON-MANAGEMENT PARTICIPANTS)
· Conduct business process redesign – change way work is done to eliminate nonessential steps, roadblocks, pain points, and redundancies
· Not applicable

Other (please specify)

30. Following is a list of additional potential remedies that are not within an agency's control or which may require collective bargaining or change in law or regulations.

Please rate your interest in the following potential remedies by selecting the appropriate cell corresponding to your interest level.

	
	No Interest
	Some Interest
	Strong Interest

	Update job specifications
	· 
	· 
	· 

	Increase the job grade for job, series or function in question
	· 
	· 
	· 

	Increase salary minimum
	· 
	· 
	· 

	Allow more flexibility in salary range placement for new hires
	· 
	· 
	· 

	Allow advancement to next job level after a prescribed amount of time
	· 
	· 
	· 

	Offer hiring bonuses
	· 
	· 
	· 

	Allow retiring employees to decrease their work hours without impacting the retirement policies and guidelines
	· 
	· 
	· 

	Allow more flexible working arrangements including but not limited to "snowbird" arrangements where employees don't work for several months

a year (i.e. may have Jan-April off) but work a regular schedule the rest of the year.
	· 
	· 
	· 

	Allow earlier effective date for benefits access to new hires
	· 
	· 
	· 

	Offer paid professional days for all staff
	· 
	· 
	· 


31. Do you have additional enterprise solutions or strategies you would recommend the Commonwealth explore and/or develop?

· Yes

· No

Please list solutions or strategies.

32. What will you be trying to accomplish with your Agency Action Plan?

(Examples: increase number of job applicants, build a pipeline of future applicants for entry-level positions through developing an internship program, etc).

33. Describe the metrics that will be used to evaluate the success of your strategies for addressing the talent gap for this Title, Job, or Function.

(Example: 20% increase in number of applicants, number of internships completed).

34. Are you including another Title, Job, or Function in this Agency Action Plan?

· Yes

· No

Section 5: Develop the Agency Action Plan

Describe the specific activities your agency will implement to enhance recruitment, retention, skill development, and/or organizational preparedness. Next, list the time bound milestone(s) you will used to mark progress in your action plan.

Following the milestones list the measure you will use to evaluate the success of your plan. Include specific quantitative and qualitative measures. 


Ensure you list any contingencies or internal or external dependencies (if any) for success.


Examples of contingencies include: funding, staff, technology, legislative changes, union negotiations, 

FTE flexibility, executive support etc.

35. Agency Activity #1

Identify an objective in your Agency Action Plan.  Please ensure the objective is written using the SMART approach specific, measurable, achievable, relevant, and time bound.

Objective: 

Targeted Completion Date: 

Intermediate Milestones: 

Measures of success: 

Contingencies (if any): 

36. Agency Activity #2

Identify an objective in your Agency Action Plan.  Please ensure the objective is written using the SMART approach specific, measurable, achievable, relevant, and time bound.
Objective: 

Targeted Completion Date: 

Intermediate Milestones: 

Measures of success: 

Contingencies (if any): 

37. Agency Activity #3

Identify an objective in your Agency Action Plan.  Please ensure the objective is written using the SMART approach specific, measurable, achievable, relevant, and time bound.
Objective: 

Targeted Completion Date: 

Intermediate Milestones: 

Measures of success: 

Contingencies (if any): 

38. Agency Activity #4

Identify an objective in your Agency Action Plan.  Please ensure the objective is written using the SMART approach specific, measurable, achievable, relevant, and time bound.
Objective: 

Targeted Completion Date: 

Intermediate Milestones: 

Measures of success: 

Contingencies (if any): 

39. Agency Activity #5

Identify an objective in your Agency Action Plan.  Please ensure the objective is written using the SMART approach specific, measurable, achievable, relevant, and time bound.
Objective: 

Targeted Completion Date: 

Intermediate Milestones: 

Measures of success: 

Contingencies (if any): 

40. List the measures you will use to evaluate the overall success of your Agency Action Plan including specific quantitative or qualitative metrics and the threshold for defining success.


#1 Metric definition: 
#1 Metric target: 

#2 Metric definition: 
#2 Metric target: 

#3 Metric definition:
#3 Metric target:

#4 Metric definition:
#4 Metric target:

#5 Metric definition:
#5 Metric target:

41. Explain in detail how this workforce action plan supports your affirmative action and/or diversity plan.
Section 6: Obtain Approval of the Workforce Plan

42. Please list the approvers of this agency workforce plan.

Name + title:    

Name + title:

Name + title: 

Name + title:    

Name + title:    

Name + title:    

Name + title:    

Name + title:    

43. Date submitted to HR Advisory Council member

Enter date below: MM/ DD/ YYYY

Date: 
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