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Checklist of Workforce Planning Activities
Prepare for Workforce Planning
	Activity
	Guide Chapter
	Timeframe
	Role/Person Responsible
	Action

Complete

	1. Identify HR Facilitator:  Identify the HR professional who will serve as Facilitator for each agency
	1
	By 5/30/14
	HRAC
	

	2. Identify the Agency WP Champion:  identify a senior manager who will champion the initiative and serve as intermediary between the team and agency leadership.  
	1
	6/2/14 – 6/13/14
	HRAC,
(working with Agency Head/COS)
	

	3. Participate in Webinar:  Participate in the Preparing to Launch webinar
	NA
	Week of 6/9
	HR Facilitator
	

	4. Schedule a Meeting with Agency Leadership:   This meeting of the Champion, HR Facilitator and Agency Leadership will be used to obtain information on the agency’s strategic direction.

NOTE: Meeting should be held in the first week following kick off
	1
	By 6/20/14
	Agency Champion
	

	5. Schedule a Meeting with Senior Staff:  This meeting of Agency Leadership and the Champion, HR Facilitator, Agency Diversity Officer will be used to obtain information about operational challenges in relation to the workforce. 

NOTE: Meeting should be held in the first two weeks following kick off
	1
	By 6/20/14

	Agency Champion
	

	6. Review WP Materials:  Check list of Activities; Workforce Plan Template, Familiarize yourself with Resource Guide
	ALL
	By 6/30/14
	HR Facilitator

Agency Champion
	

	7. Review Agency/Secretariat Information:  Review Secretariat Strategic Plan, Agency Objectives, Secretariat IT plan, Agency Affirmative Action/Diversity Plans
	NA
	By 6/30/14
	HR Facilitator

Agency Champion

Diversity Officer
	

	8. Review Agency Workforce Data:  Familiarize yourself with agency workforce data supplied by HRD
	1
	By 6/30/14
	HR Facilitator

Agency Champion

Diversity Officer
	


Section 1:  Obtain Strategic Direction and Identify Workforce-Related Operational Challenges
	Activity
	Guide Chapter
	Timeframe
	Role/Person Responsible
	Action

Complete

	1. Participate in Webinar:  Participate in the Getting Started webinar
	NA
	Weeks of 6/23/14 and 7/7/14
	HR Facilitator

Agency Champion
(Optional)
	

	2. Meet with Leadership:   Obtain information on the agency’s strategic direction
	2
	1 week after kickoff
	Agency Champion 

HR Facilitator

Diversity Officer
	

	3. Meet with Senior Staff:  Identify operational challenges in relation to the workforce
	2
	2 weeks after kickoff
	Agency Champion 
HR Facilitator

Diversity Officer
	


Section 2:  Identifying Workforce Planning Targets

Section 2:  Identify Workforce Planning Targets
	Activity
	Guide Chapter
	Timeframe
	Role/Person Responsible
	Action

Complete

	1. Convene Project Management Team (PMT):  Develop recommendations regarding functions to be targeted
	2
	Before  Meeting with Leadership (Step 2)
	Agency Champion 
HR Facilitator

Diversity Officer
	

	2. Meet with Leadership:  Recommend function(s) to target for workforce planning, and obtain decision from leadership.  Identify manager for each function to be targeted; these managers will lead the workforce planning team.  
	2
	By 3 weeks after kick off
	Agency Champion 
HR Facilitator


	

	3. Notify Team Lead(s):   Orient team members to role/expectations.  
	2
	8/1/14
	Agency Champion 
HR Facilitator
	

	4. Convene Team: Identify business impact of talent gap.
	2
	8/1/14
	Function Manager

HR Facilitator
Diversity Officer
	

	5. Complete Template: 
Sections 1 - 2 
	2
	8/1/14
	HR Facilitator
	


Section 3:  Analyze the Workforce for Priority Functions
	Activity
	Guide Chapter
	Timeframe
	Role/Person Responsible
	Action

Complete

	1. Convene Team: Identify drivers of challenge; Analyze current workforce and identify future workforce needs; identify talent gap. 
	3
	Early August
	Function Manger

HR Facilitator

Diversity Officer

Others as needed
	

	2. Discuss with HRAC member:  Sections 1 - 3
	3
	Early August
	HR Facilitator
	

	3. Update Champion:  Discuss Section 3
	3
	Mid-August
	HR Facilitator

Function Manager
	

	4. Complete Template:  Section 3
	
	8/15/14
	HR Facilitator
	

	5. HRAC reviews Sections 1 – 3:  Review completed template sections
	NA
	8/22/14
	HRAC
	


Section 4:  Selecting Potential Mitigating Strategies for Priority Functions Section 4:  Selecting Potential Mitigating Strategies for Priority Functions

	Activity
	Guide Chapter
	Timeframe
	Role/Person Responsible
	Action

Complete

	1. Participate in Webinar:  Participate in the Action Planning webinar
	NA
	Weeks of 8/11/14 and 8/18/14
	HR Facilitator

Team Lead
	

	2. Convene WP Team:   Review potential strategies; identify strategies within and outside agency control; identify what you will seek to accomplish with you Action Plan; identify metrics to measure progress
	4
	Mid-August
	Function Manager
HR Facilitator

Diversity Officer

Others as needed
	

	3. Discuss with HRAC member : Section 4
	4
	Early September
	HR Facilitator
	

	4. Update Champion:  Discuss Section 4
	4
	Early September
	HR Facilitator

Team Lead
	

	5. Complete Template:  Section 4
	4
	By 9/5/14
	HR Facilitator
	


Section 5:  Developing the Agency Action Plan 
	Activity
	Guide Chapter
	Timeframe
	Role/Person Responsible
	Action

Complete

	1. Convene WP Team:   Develop Agency Action Plan.
	4,6,7,8,9
	Early September
	Function Manager
HR Facilitator

Diversity Officer

Others as needed
	

	2. Discuss with HRAC member:  Section 5
	4,6,7,8,9
	Early-Mid September
	HR Facilitator
	

	3. Complete Template:  Sections 5 and 6
	4,6,7,8,9
	Early-Mid September
	HR Facilitator
Function Manager
	

	4. Meet with Agency Leadership/Senior Staff:  Share Agency’s Workforce Plan and obtain feedback, sign-off.
	4,6,7,8,9
	By 9/26/14
	Champion

Function Manager
HR Facilitator

Diversity officer
	

	5. Update Template: Update sections 5 and 6 based on feedback received from Agency Leadership and/or Senior Staff.
	4,6,7,8,9
	9/26/14
	HR Facilitator
	


Sec
Section 6:  Obtaining Approval of Agency Workforce Plan:  Obtaining Approval of 
	Activity
	Guide Chapter
	Timeframe
	Role/Person Responsible
	Action

Complete

	1. HRAC reviews completed Workforce Plan Template:  Review entire Workforce Plan
	NA
	Week of 9/29
	HRAC Member
	

	2. HRAC signs off on Workforce Plan Template
	NA
	10/3
	HRAC Member
	


NOTE: The Agency Workforce Plan is complete at this point.  Chapter 5 of the Resource Guide discusses implementation of the Action Pan, and the annual process for reviewing, revising and expanding the Workforce Plan.
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