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Introduction

In 2017, the Virginia General Assembly created a legislative mandate (link below), directing
state agencies and institutions of higher education within the Commonwealth to utilize workforce
planning strategies to develop, continuously evaluate, begin execution, and submit an annual
succession plan to agency and DHRM executive leadership.

Since the introduction of the mandate, DHRM has worked to create tools and resources for state
agencies to report workforce planning data. Some of the notable initiatives are below:

e Changed the report due date to September 30 of each year, to have all data represented
reflect the full fiscal year for easier reporting, comparison, and analysis.

e Standardized the data input and format of the report through an Excel based tool for
better comparison and analysis.

e Introduced in 2020, the standard report has allowed for prior FY data to be referenced to
better illustrate the continuing nature of Workforce Planning.

This document outlines the procedures, best practices, and hints for utilizing the Workforce
Planning and Development Annual Report Guide & Generator Tool for State Agencies. Each
section corresponds to a section of the report, with a corresponding recorded webinar, providing
a step by step walkthrough to creating the agency’s Workforce Planning and Development
report.

Updates for Fiscal Year 2021

Every year feedback is received on the Workforce Plan data entry, report and dashboard. Once
the feedback is received, DHRM prioritizes the feedback and takes action to update/modify the
Workforce Plan. For the FY21 cycle, there were a few updates made to the report output.
Feedback to update the graphic for leader demographics was our area of focus. This year the
output of that data will be displayed differently than in the previous report for better readability
and understanding.

For user ease, the passcode to populate previous years information into the template is the SAME
PASSCODE as it was last year. Please refer to your previous year template for easy reference
for your agency/institution passcode. If you cannot locate the agency passcode for the
workforce plan file from the FY2020 file please email: dhrm.wfp@dhrm.virginia.gov and the
passcode will be sent to you.



mailto:wfpdhrm@dhrm.virginia.gov

General Information and Welcome Tab

Template Preparation

When first opening the template, please ensure to click “enable content” in the yellow status bar
that appears when opening the file, as shown in the picture below. Once this is completed, it
will not need to be completed again.
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Clicking this button will enable the feature in the final report to organize the action plan steps by
timeframe (earliest completion estimates to longest). Without it, the “refresh report” button will
not function properly on the final report tab.

Template Structure

The report template consists of different sections, each represented by a seperate tab. All sections
that require data entry are highlighted in yellow (as shown in the picture below). These cells
should not be left blank. If this value is zero (0), please type in zero (0) into the cell. Cells with
no color will auto-populate information.

General Information

Agency Name: | | Cell requires Data Entry

Agency Type:

Cell does NOT require Data Entry and

will auto-populate information.

**Agency type taken from https://www.virginia.gov/agencies/

Cells grayed out (such as those in the picture below) may be left blank and do not require data to
be entered. These cells may vary based on the agency selected (such as Higher Education
specific information).



Employee Demographics (Higher Ed. Only)
Total Classified Employees

Total Hourly Employees

Total Instructional Employees
Total Research Employees Grayed out cells may be left blank.

Total A/P Employees

Total University Staff Employees
Total Adjunct Faculty Employees
Total Other Employees*®*

“*For Other, Please Specify Below:

Optional data entry fields are highlighted in green (shown in the picture below). These cells may
be left blank if no optional data is entered.

Additional Best Practices (Optional)
*NOTE: Addirional Bear Pracrices below will appear in the Appendix®

Areo of Focus: Description of Agency Best Practices

Cells are locked and can not be changed. Open text boxes are also locked and cannot be changed
to maintain the consistency and integrity of the form.

On the left-hand pane, a status bar for each section of the form is provided. As sections are
completed the status will change from “incomplete” to “complete” (as shown in the picture
below). This is built in to easily identify where to begin again if stopped. A status is marked
“Complete” once all required data has been entered for the specific section.

status:|  Incomplete | ‘ Status:]  Complete |

Welcome Tab

The Welcome tab includes a layout of the report. The first section of the welcome tab has the
purpose of this report for 2021, fiscal year guidance and instructions.

The instructions are available in several formats, webinar style going through each section of the
template and in a word document for easy reference.

Click on any of the links within the welcome tab and to get instructions in the format that works
best for you.



RERERT Provides information on how to complete this report, calculate data input values,
. o and other helpful information. It is recommended agencies review this prior to View Written Instructions
Instructions & Help completing this report.

Agency Profile Key Data Input Key Risk Factor Best Practices Current FY Action | Mext FY Action Plan | Executive Summary

Welcome Webinar

Webinar Webinar Webinar Webinar Plan Webinar Webinar Webinar
Eull Report e Internship Tab

Appendix Webinar Instructions

Instructions Webinar

The second part of the welcome page highlights each section and has a jump-to-section links,
allowing easy navigation to the tab within the template while providing a brief description of

what to expect in that section:

Section 1: Agency Profile

Provides information regarding agency type, facts and figures, and supplemental
information for this report.

View / Update Section

Section 2: Key Data

Provides required and optional key metrics for all State Agencies to identify
current workforce information and potential risks.

View /Update Section

Section 3: Internships
*NEW FOR 2021*

Provides required information regarding intemships the agencies may offer and
participation infermation for the reporting fiscal year.

View /Update Section

Section 4: Key Risk Factors

Provides Agencies an opportunity to identify key risk foctors and observations
pertaining to their workforce.

View / Update Section

Section 5: Agency Best Practices

Provides Agencies an opportunity to share best practices used to  address or
mitigate key risk factors.

View /Update Section

Section 6: Prior FY Action Plan Review
& Progress Update

A brief summary to discuss any updates, impacts, or lessons leamed of any
actionable items from the FY18 report.

View /Update Section

Section 7: Next FY Action Plan

Ar updated action pian for the new fiscal year, categorized by key risk factor
areas. Optional areas for actionable items can be added.

View /Update Section

Section 8: Executive Summary

An overview of the agency (mission, objective, etc.) and information that is
contained in the report.

View / Update Section

Section 9: Appendix

(Optional} An additional section of the report to submit any additional supporting
infermation or documentation.

View / Update Section

The welcome page closes out with jump-to-sections within the guide that allow quick navigation

to the full report or appendix.

Full Report

The compiled report of all information entered into each section above to be
printed, signed, and submitted to DHRM.

View Report

Report Appendix

The compiled section of optional and additional items added to the report that
will need to be attached to the full report if optional items are provided.

View Appendix

Template Versioning

In the bottom right corner of the welcome page, the template version will be displayed (shown in

the picture below). Template versions help to track key updates, bug fixes, and other

modifications. The current version of the template will be the version on the Department of

Human Resources Workforce Planning Website.



https://www.dhrm.virginia.gov/hr-partners/workforceplanning
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The compiled report of ail information entered into eoch section above to be o D
EERenaE printed, signed, and submitted to DHEM. —_
" The compiled section of optional and additional items added to the report that -
e A will need to be attached to the full report if optional items are provided. e

# Version 2021.3

For questions on versioning updates or the current version of the Workforce Planning Report
Template, please contact DHRM.




Report Section 1: Agency Profile Tab

General Information

This section of the report template is similar to the previous report template. The layout is quite
similar. Beginning with the top left of the report, there is a brief set of instructions for each step
of the section. For detailed instructions, please view the corresponding webinar or this document.

Beginning from left to right (shown in the picture below), in the salmon colored section, a quick
set of instructions and the completed indicator are shown. The status will change from
‘incomplete’ to ‘complete’ when all information is entered.

Under the General Information section, the agency should select the respective agency name
using the drop down arrow and find your agency name. Once the agency is selected, the agency
type and agency logo will be shown. If the agency has a new logo, please contact
dhrm.wip@dhrm.virginia.gov and it will get it updated.

PLEASE NOTE: Logo changes need to be submitted no later than June 30, 2021.

This year, as an enhancement, data from last year’s report has been added for comparisons. To
show this data, a new field has been added, Prior FY Data Passcode, highlighted in yellow in
the picture below. This allows the agency to populate last year’s data with a unique passcode
assigned by DHRM. The passcode will be sent to the HR Director for each agency/institution.

NOTE: If passcode information is needed, a request must be made by your agency
or institution HR Director.

| rercvrmotie | cevosampns | e | rermsnracrs | sonmasies | curenevnaew | acsone | secsesummary | soperan | Full Report

‘Welcome
@ dhl“m Workforce Planning & Development Report Guide
) Woens 4 ol e

Instructions

General Information Agency Logo Prior FY Data Passcode

step 1: Select Agency Name from Agency Name: [ - dhrm To view the FY20 data, please enter the 4
nu

.
Secretariat | == ssigned by DHRM®®
**Contact DHRM for u y logo if necessary.

Agency Workforce Details

The Agency Workforce Details section gathers overall and demographic data of the agency’s
workforce (shown in the picture below). Data captured is similar to what was requested in 2020.
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Agency Workforce Details
Step 2: Complete each category within

Agency Details Section Employee Demographics (Type) Employee Demographics (Race) Position Demographics
Frz0 Frz1

Total Employees Tatal Whit

e
n

B comole Classifea Empioyees | — ] TotalBiockor rican

Wage Employees

s
o
FS
H

Total American Indian or Alaskan Total Unique Positions

Employee Demographics (Type - Higher Ed. Only) Total Native Hawaiion or Other Pac. Isfander, - Vacant Positions 7/1/20
Totai Classified Total Two or More Races - Vacant Positions 6/30/21
Totol Unknown or not Entered - New Positions Created

Positions by EEO Code

wploye (Gender) Officials and
Total Male | — | | Professionas
Total Femaie | - | | Technicians
Protective Service Workers

Admin. Support
Fr20 Fras Siilfed Croft Workers

Total MEL**

“*Maximum Empgioyment Lavel** Facuity
ther

EEO Codes taken from PMIS.

Employer Demographic Type, requires data input of employee counts as of June 30,
2021.

Total Employees = Wage + Classified

Classified Employees = Classified #

Wage Employees = Wage #

Employee Demographics (Race) should include both classified FT and wage employee
counts as of June 30, 2021.

Employee Demographics (Gender) should include both classified FT and wage
employee counts as of June 30, 2021.

Total MEL (Maximum Employment Level) should be included according to the linked
report for the June 30, 2021 time frame.

Position Demographics, total positions both filled and vacant on June 30, 2021. Further
breakout this number by positions filled by classified FT employees and wage
employees.

Total Unique Positions, number of positions that represent your agency. Do not count
duplicate positions. For example, if there are three Procurement Officer I positions, just
count it one time.

Vacant Positions on 7/1/2019: Please include the total number of vacant positions on
7/1/2019 in this cell.

Vacation Positions on 6/30/2021: Please include the total number of vacant positions on
6/30/2021 in this cell.
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e New Positions Created: Total number of new positions created within the agency during
FY2021. This is helpful data to see what positions didn’t exist prior, that are needed now
or as agency/institution business evolves.

e Positions by EEO Code: Position breakout by EEO code for unique positions.

Agency Practices and Strategies

The Agency Practices & Strategies section had some slight modifications made to align it with
the risk factors in the template and expand on feedback from last year (shown in the picture
below).

These include: Workforce Planning, Hiring Practices, Employee Retention Strategies,
Knowledge Management Practices, Employee Development Practices, Employee Engagement
Practices, Inclusion Strategies & Employee Opportunities Plan, Technology and Organizational
Inefficiencies Practices.

The section is more structured than last year. Some cells may be graded in this section meaning
the practice is an addition from the prior year template. The white cells are items agencies had
entered from last year and allows agencies to provide a FY2021 update, if those agency practices
are continuing, started, not used and a description.

Also, please indicate if the agency is interested in learning more about a particular practice by
clicking yes or no. This will help DHRM provide information and prepare tools to assist agencies
with workforce planning and development efforts.

Agency Practices & Strategies
{if continued with no change from the prior fiscal year, please write "No Change" in the description box)

Workforce Planning Practices
& FY19 Response Description FY2020 Update Description or Additional Notes Interested in leaming more?
Continued | Started | Not Used Yes

o o o

Continued | Started | Not Used

o o o

. Continued | started | Not Used
provi i o o o

o< o= o0 <o
8 8 a

0Ozl o0zl ozlosz
5 5 5 5

Continued | Started | Not Used
o o o

This same structure is present as you work throughout the 9 sections.
Report Section 2: Key Data Tab

The majority of data entry will occur within section 2 of the report (Key Data tab). While the
data elements are very similar to those collected last year, minor enhancements based on
feedback from the HR community and the WFP Advisory Team have been made. These include
streamlining some data elements, expanding to include additional data, and providing narrative
sections for agencies to speak to any data highlighted.
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Identifying the Inclusion of Wage Data

Identify if the final report should include wage data or not. Feedback received by DHRM
was that not all agencies wanted to include wage data Taking this into consideration, the
inclusion of wage data has been made optional. Agencies or institutions that want to include
wage data may do so, and those that do not want it included in their report may select to not
include wage data.

In this section, the agency simply needs to make a selection using the drop down indicating yes

Key Data Input Current FY Review Action Plan Executive Summary|

Key Risk Factors | Best Practices Appendix | Full Report

Welcome | Agency Profile

dhl"m Workforce Planning & Development Report Guide

Section 2: Key Data Input

Instructis
instructions The key data inputs below will assist with identifying workforce challenges and metrics for DHRM to compare across all agencies within the Commonwealth. This comparison

B can help to identify trends and develop actionable items to address those challenges.
Special Step: Identify if the final report

should include Wage Data or not.

Though we encourage agencies to include wage data to show a better representation of their werkforce, we understand wage data may not be available or

Status: Incomplete easily obtained for some agencies. If you would like your final report to not include wage data in the calculations, please indicate "no" to the question below.

Include Wage data on final report (affects calculatiuns)?‘ | | ]

or no (showin in the picture above)

NOTE: Choosing to include wage data or not will affect calculations for key
data in the final report.

Workforce Planning Critical Positions

This section is similar to the FY2019 template for workforce planning critical roles. Workforce
Planning Critical Positions are defined as: “a position that impacts an agency mission,
operations, quality, strategy and customer engagement (Citizens of the Commonwealth). If
unfilled, these positions can have a significant negative impact on executing the agency’s
mission.”

As an example, an organization could have the mission of delivering packages to customers. One
of the workforce planning critical roles for that organization to achieve its mission would be the
delivery drivers who deliver packages to the customers. Without this role, or if this role was
vacant, packages would not be delivered. Therefore, the organization would be unable to fulfill
its mission.

The critical roles assessment tool assists agencies with identifying workforce planning critical
roles. DHRM has created this optional tool to help with identifying a position's criticality level.
Utilizing this tool also creates consistency in how jobs are being evaluated statewide for critical
positions.

To enter Workforce Planning Critical Positions data, enter the number of identified critical
positions at the agency. The data submitted for FY20 will be displayed as a reference. Also, the

12
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Total Positions Assessed will need to be entered, which are defined as the total number of
positions that were evaluated for criticality. As in FY20 data will need to be broken out by EEO
code for those positions identified as critical and of the total positions assessed (as shown in the
picture below).

For example, an agency/institution has 1,000 positions but was only able to assess 400, the ‘Total
Positions Assessed’ would be 400. In the subsequent table ‘Positions Assessed by EEO Code’
the agency would provide the distribution of EEO codes for those 400 positions.

NOTE: If the ‘Total Positions Assessed’ doesn’t equal the total number of

Instructions Workforce Planning Critical Positions Data Input
**Do not include Executive Positions (Agency Head & Direct Reports) in this section™*
Step 1: Identify if all agency positions were Click here for the WPCP Definition Click here to use the DHRM Critical Position Assessment Tool
assessed for critical positions.
Critical Positions Total Positions Assessed
Fr1g FY20 Fy19 FY20

If yes, enter the total number of eritical Total Number of Critical Positions| - Total Positions Assessed -

positions and total critical positions by Total Classified — Total Classified Assessed -
occupational family. Total Wage Total Wage Assessed

Critical Positions By EEO Code Positions Assessed by EEO Code
Fr19 Fr20 Fy19 Fr20

If No, enter the same information as Officials and Administrators - Officials and Administrators -
above. In addition, enter the total number - Professionals
of positions assessed for each. Technicians B Technicians
Protective Service Workers - Protective Service Workers
- Paraprofessionals
Status: Admin. support - office or Clerical
Skilled Craft Workers - Skilled Croft Workers
Faculty ) Faculty
Other - Other

positions assessed by EEO Code, an error message will appear because the
numbers are not equal and should be reviewed.

For Higher Education Institutions, the same information is applicable with the distribution of
roles related to higher education (shown in the picture below).

Based on feedback gathered during the Workforce Planning Roadshows and the advisory team,
an additional field has been added for a brief narrative or explanation of methods, challenges,

13



Critical Positions by Type (Higher £d. Only) Critical Positions Assessed by Type (Higher Ed. Only)
FY19 Fr20 Fr19 Fr20

Total Classified Total Classified

Total Hourly Total Hourly

Total Instruetional Total Instructional

Total Research Total Research

Total A/P Total A/P

Total University Staff Total University Staff

Total Adjunct Foculty Total Adjunct Foculty
Total Other Total Other

Brief Critical Position Discussion
This Is an opportunity to provide leaders with notable changes from the previous fiscal year or key learnings from this fiscal year regarding workforce planning critical
positions (such as methods, challenges, proposed solutions, etc.}

proposed solutions, or any other information the agency would like to provide regarding
workforce planning critical positions.

Also, on the right side of the Key Data section, a report preview is displayed that updates as key
data is entered. However, please note, it is reccommended that all data entry is completed
before you look at the report preview as many data points are reliant upon one another for
calculations.

Things to Consider related to COVID-19:

e Take into consideration the impact of COVID-19 on your critical positions.

e Were there roles that are critical for meeting the mission of the agency that weren’t
included?

e Were there roles that were included as critical but turned out not to be.

Service Retirements

No changes were made to the Current Retirements Section for the current fiscal year. The data
from FY20 is available as a reference point, as data entry of FY21is completed.

In the sections, Employees Eligible for Service Retirement Today and Total Number of
Employees Eligible for Service Retirements in the Next 5 Year, a change was made to
streamline the data entered. Instead of having the different types of retirements, the section has
been collapsed to show one number (the total number of employees that are currently eligible
and those that become eligible to retire for each fiscal year) (shown in the picture below).

Feedback received was that having the four categories created confusion where employees were
double counted in certain categories ( Age 50+30 YOS, Age + YOS =90, Age 65+ 5 YOS and
Unreduced Benefits).
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Service Retirement Data Input
**Do ot include Executive Positions (Agency Head & Direct Reports) in this section™*

Actual Retisements from Cusront Fiseaf Yoar
Frig Fyan

e ——

Actus! Betirements by EEC Code
Foval Qs egiemens = || il iz

nd by

pational Familyl. Fetirements from Lurrent Fiscal Year (Higher Ev Frafesionals
FY YR Techmicians
— Prowtie Sarioa hirtees

Status: ottty
Toat fsiractionar iz or Clenicad
Total Fesaansh Saad Srart Wonbses
Tiatal 440 Sereratlaivenance
Tovathasto s oy
TossdiferitEacut Do

Focat o

Totaf Nesnber of Ltiarble Ffor Service. Foday
Hloss mang: are cribieal posiions?

Fyig Frap FYig Frag
Tertal Nmatier of Emplapees Efigitie to At Tocty | - T ] [ = T ]

‘ase indicale e numten of i foswes for each EEL Code that are corrently offgitle for sersice rebireme
Total Employees Eliarble for Service Helirement Today by EEL Evde
[ Ofemz s Admn | Proressionats _[Techniciar]_Protective Serioe | [ pamin Suppont__ | SKIlICran Worers [ Servce IWamerance ] Fazuy |
| R I R B N S — 1
Fra| | [ [ [ [ [ | [ [

Futal Nember of Emploswes Eligitde for Sersice Reliroments lrr bhe Mext 5 Yeors
W enter Bhe numBer of empleyees in the el they become eligible [do nof 2dd the number o the previeus oo
FY 2R2IFY FREAFY FOZFEY FOPCY F025  How many e ssibiesf positions?
Frig = -
Abmiber o smgeses fhad become sl i et fir sach FY| T T T T | [ |

Key Metric Report Preview & Formulas.

50% or Greater |

159% to 49% |

[__Monitor__|

Tess Than 15% |

HHEHHEH

OF EwPLOYEES
ELIGIELE FOR SERVICE
RETIREMENT WITHIN FIVE (5)
YEARS

CHANGESFROMEY1S
N/7A

to Overall Percent

N/7A

to Emploees Eligible To
Retire Mow

To Ermployees Eligible to
Retirs within 5 ‘Ysars

Formulas

TotalfMamibse of Empiousss Eiible for
Aeriamane

5 1aar

Doavant Y Ratismsnt Elzible
= PPV Fseiemeo liniee
Bisplaped a3 Absolute Vale

Curent £ Fevisment Siaibie in s
= P I Eoimain Fgs iy S
Displapedt 23 Absotite Vale

NOTE: Remember, if an employee becomes eligible to retire in FY 2021,

count them in FY 2021 only. Do not carry that count to the subsequent

years, it will highly inflate the retirement rate for your agency.

Similar to the workforce planning critical roles section, a brief Service Retirement Discussion
was added for an explanation, methodology, impact information for the service retirement
section.

& fnclicate the mumber of empleyees for each EEL Code that are oligible For servive refirement wmithin 55
Tt Elfitie fior Sorvies. i the pext § gwars by FEC Code
[zt pamn | Frofessionals__[Technican] Frotestve Serice | T Admin Support | Suit?Crat orkers | Secs [ antenance]_Facuiy
[

T om |
.
I ]

i E I |
vz I 1 I I I I

Brief Sorvice Relivement Discussion
Thisis an e A e, s s paar o & o
SErviee reBrEmEnTs v facuds concems af the mumber. B that mays v smpaied] e

Voluntary Resignations

Most of the Voluntary Resignations section is the same as it was in FY20. The data that should
be included in this section is for those that voluntarily resign from their positions of employment
with the Commonwealth in FY21. Including wage data is optional. The categories to be
captured include:

Total Separations

Separations within first 5 Years of Service

Probationary Period First Year Separations

Total Separations by EEO Code

Separations within first 5 Years of Service by EEO Code

Probationary Period First Year Separations by EEO Code

Separations by Gender
Separations by Race
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NOTE: To calculate the correct first S year and probationary period
resignation rate, agencies will also need to provide the total number of
employees with 5 or less years of service and total employees within their
first year (shown in the picture below).

Current Fiscal Year Voluntary Resignations Data Input
*#Da not include Executive Positions (Agency Head & Direct Reports) in this section®*

All Resignations should refiect Voluntary Resignations Only
Frobafionare Perfod 7 First Year

Step 3: Pleaze enter all infarmation Foidd Empiopes Separalions Saparations within firsf 5 pears Saparations
regarding =eparations for each of FYag FYEr FYAR FYa7 FyYae FYEr
the categaories [Total separations. Fotad Samaraiions -- Fotal Saparations - Fiotal Sanaraions --
within the first 5 vears, and total Tital Cigwaitiod -- Tt Ciaatind - Tital Cigeaiiod
probationary period [or first year] Foatad hilagpa - Tota hlaga - Tt hilagpa
Foesl Emplawass - 0 Tiotal Empinsses widh -5 VLS - Fotal Emplavees ia It viosr
Separations wikhin firsf 5 pears Frobationary Perfod f First Year
Status: af Emplopee Separalions fHigher £d O [Higher Ed Dl Separafions
YA FYET FYEr FYET FYEy

Tital Liawatiod
Foatafoeant
Faataiiuntreastional
ForafRanaansh

Fora'Slasaiiod

Fintal Hiavarl Foatal eant
Faat i fastriinnad Tataliuntreastionad

Foval Fasaznch Futatfanasnch
FutaldiF

Tootad Loy Shaff
EXERE-S Ay STISE R
Foeal s

Toeal A el i
Total Uiy Shalé Fatal Uinkarsidy Shall
el Aot Pty eatidefornn Faeoby

Totad i Totad Gitner

Separations sithin Frst & pears By Frebationary Peried Separations By
Fotal Emplogee Separations by FELT Code L6 Dprfes EE0 Codle
FYoF F¥Er FYor FYar FyYag FYEr

LR o Adminintratons. - LRk and Admininirators - LR o Bdmiistratons. -
Frofassionad - Frofasaionads - Frofassionad
Favhindsdans - Fachrrisians Favhirdsdans
Fhatacsie Jenvize hiwnbans - Franasiies Sianeize hdanbans - Fhatacsiee Jenvize hiwtans
Facgorofossbnat | - Facgorofassionadr | - Fargprfansbnal
Sttt hioedans - Sifias Crart tionbars - St hbedans
Sarvizailaihmenance - Siarwizeilaitenance - Sergzailahmenaoce
Faseady - Fasile - Fasuaby
e - Lhirar - e

This year we have added a section to include the number of employees who separated from the
agency or institution as a transfer to another agency. DHRM will provide PMIS users with the
information. The specific additions are:

e Total Employees that Transferred to Another State Agency
o Total Employees with 0-5 Years of Service that Transferred to Another Agency
e Total Employees within First Year that Transferred to Another State Agency

There is also an additional yes/no question regarding inclusion of this information in the
separations reported in the previous sections for voluntary separations. This is to ensure proper
calculation of the resignation rate.
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Similar to the previous sections, a brief Voluntary Resignations Discussion was added for an
explanation, methodology, impact information for the voluntary resignations section.

Current Fiscal Year Time to Fill

The Time to Fill data section is the same as in FY20. The data is being analyzed from RMS and
compiled on the DHRM Talent Acquisition page. For your convenience, it is also included in
the PMIS data report. The data for Q1-Q4 will be annualized.

Similar to the previous sections, a brief Time to Fill Discussion was added for an explanation,
methodology, impact information for the time to fill section.

Diversity & Inclusion

In this section, include the statistics of the agency/institution workforce for employees within
FY21 by those with:

e Total Number of Veterans

e Total Employees with Disabilities

e Total Number of Minorities

e Total Number of Non-Minorities

Leader Diversity statistics are of those individuals coded in PMIS as a supervisor with two or
more direct reports. This data should not include any individuals identified as executives.

Further filtering of the Leader Diversity information should include:
e Total Number of Veterans
e Total Employees with Disabilities
e Total Number of Minorities
e Total Number of Non-Minorities

The last section of statistics needs to report the leaders as defined above by race.
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Similar to the previous sections, a brief Diversity and Inclusion was added for an explanation,
methodology, impact information for workforce diversity and leader diversity within the
agency/institution.

Diversity & Inclusion Data Input
**Do not include Executive Positions (Agency Head & Direct Reports) in this section®*

Step 5 Please enter all information Workforce Diversity Leader Diversity
kzarding workforce and leader diversity. Fr19 F¥20 FY19 FY20
Toral Vererans - Toral Males in Leader Role | - [ |
Total Empioyees with Disabilities ~ Totai Females in Leader Role | ) | |
Total Minorities -
Status: Total Non-Minorities —

Total Minorities in Leader Rale -

Tatal Non-Minarities in Leader Rofe -

Total Veterans in Leader Role -

Total Leaders with Disabilities -

Total White

Total Black or African American
Total Hispanic or Latino

Toral Asion

American Indian er Algskan Native

Hawaiign or Other Pac. islander

Total Two or More Races

Total Unknown or nat Entered

Bricf Diversity and inclusion Discussion
This is an opportunity to provide leaders with natable changes from the previous fiscal year or key leamings from this fiscal year regarding diversity and inclusion
information.
Note: Resignations, Retention, and Promotions by Gender and Race appear in this section of the report.

Retention

This section is to gauge the tenure of employees within the organization. The PMIS report will
provide average years of service filtered by minimum years of service, average years of service
and maximum years of service at the agency.

Retention Data Input
*##Do not include Executive Positions {Agency Head & Direct Reports) in this section®*

Minimem Years of the Agercy Average Years of the Agency Maximurm Years of e Agency
Frig FYig Frig Frae

Step 6: Flease enter all information
regarding retention infarmatian for
the agency

Status:[_Incormplate

muam Years af the Agencs fHigher £d C
FYie FYig

Classified
Fef
isuctional
Fasearch

aF

Lssesty Seait
Adfsract Facealy
Githar

Average Years of Agercy by EEQ Maximwm Years of Agercy by EECF
Ainfmum Years of Agencs: by EEOD Code Lrde Code
Frie Frae Frre Frae FYig FYae

Frofessionals |- Frofessionals | Frofessionals |~
Feohrissans | - e Feobvissans | —
Frovecete Serdas fontees | Frovsotice Seriie fbaters | - Frocsosies Serie febaters |-
I S Faraprotessionals | —
Sl Cratt e | St St biprers | - Sttt Crat bors | —
SencastMavenance |~ SerwasiMaineenanse | - SerwaeiMainenanse | -
Facealy |~ Facety | - Faceaty |-
e | i |- e | —
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The subsequent section will require the data to be filtered by EEO code, gender and race.

Averaoe Years of Agerncy iy Race
Averaee Years af Agency by Gender FPAYE Codest
FYig FYaw FYig FYar

ForalMata s
ForalFamate Slgcdor Afican Amenizan

Hspanic ord 2t

Asian

iz iz o Nasban Mawie
s or LR e FacHis dalander
Tivo orMore Raves

Liknivn o aot Enterad

Internal Promotions and Internal Transfer

It is important to measure the number of individuals that are transferring from agency to agency
as well as the number of promotions within a fiscal year. The data will be pulled based on the
way it was coded by the agency. Please review the data carefully so it fully reflects actual
transfers and promotions.

The data will need to be reported in three categories:
e Total Employee Transfers / Total Employee Promotions
e Total Employee Transfers / Promotions by Gender
e Total Employee Transfers / Promotions by Race

Internal Promotions and Internal Transfer Data

Step 7: Please enter all information **Do not include Executive Positions (Agency Head & Direct Reports) in this section™*

regarding internal promoticns and
internal transfer data. Total Employee Transfers / Promations Total Employee Promotions / internal Transfer by Race

Promation Transfer Promotion Transfer

Total internal Transfers or Promations | White
status: Black or African American
Total Employee Promotions / Internal Transfer by Gender Hispanic or Lating
Promation Transfer Asian

Total Maie | | | American Indian or Alaskan Native

Total Femaie | | | Hawaiian or Gther Pacific islander

Two or More Races

Unknown or not Entered

Training & Development

This section has been simplified on the feedback received during the Workforce Planning
Roadshow.

Unique Participants are defined as an individual that participated in a training activity/program
during FY21. For example if Employee A participates in 3 training opportunities during the
year, only count the individual one time as a unique participant. If counted multiple times it will
overly inflate employee training data. This number should represent employees who had training
opportunities in FY21 regardless of the type of training. This is the only required training for
this section.

A question regarding how difficult it is to provide training data is included based on feedback.
Please respond to this likert scale question.
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Training & Development Data Input

Step &: Please enter informaticn relating **Do not include Executive Positions (Agency Head & Direct Reports) in this section**
toTraining and Development Data **Total Unique Participants should only count individuals once.**
FY19 FY20
Total Unique Participants in Development Opportunities (all program types) — | |
status:
{f asked to provided more detailed i of triaging and devel ueny i thoy jSome By |[T=rE=y
{noted below), how difficult would it be for the agency to obtain the | DIfficult T =
information?| o o o o o o

All data below the dotted line is optional for this section.

Ifit is easy for the agency, or if the agency would like to provide detailed training and development information, below are fields that are optional to
provide infe ion. This infc ion will be reflective on the Appendix of the Full Report.

Total Unigue Participants in Online Courses |
Total Unique Participants in Classreom Courses |

Average Length (in hours) of Online Courses | |
Average Length (in hours) of Classroom Courses |

Enter the Total Number of Training
Total Number of Different Programs Participated in (Both Online & Classroom) (0-25) | | Programs to enter the content specifc

Internal: Content Developed and Presented by Agency Employees
External: Content Developed or Presented by individuals not employed at the Agency

Content Type Intemai or External Online, Classroom, or Both Total Participants

Online Courses: This could be a course hosted by the agency/institution. It could also
be a training opportunity offered by a professional organization, training organization,
and college/university. What should not be included are standardized employment
training (civility training, IT training, organizational onboarding or history)

Classroom Courses: Can be any type of classroom course that helps the individual grow
in their current role, laterally or upward. This course can be taught in house, by a
professional organization, college/university, or training institution.

Content Type: Training opportunities filtered by several major training types which include:

Basic Skills (to meet minimum job requirements)

Customer Service

Executive Development

Information Technology/System

Interpersonal

Leadership

Mandatory or Compliance (specific licenses or certifications needed to perform the job)
Managerial/Supervisory

Internal: Content Developed and Presented by Agency Employees

External: Content Developed or Presented by Individuals not employed at Agency
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Additional Learning and Development Opportunities: This is another new section for FY21.
Not all learning opportunities are those that are held in a classroom in-person or virtual. It is
optional if the agency/institution tracks learning experiences such as job shadowing, job
rotations, stretch assignments, apprenticeship and internships. Enter the total number of these
opportunities available at the agency/institution. Then the section shown in grey allows further
delineation of the data by:

Type of Opportunity: These are the ‘other’ training opportunities that would be on-the-job
experiences

Apprenticeship
Individual Coaching
Internship

Job Rotation

Job Shadowing
Stretch Assignments

Total Participants: total number of individuals that participated in an ‘on-the-job’ training
opportunity.

Additional Learning and Development Opportunities
Learning also occurs on the job through different experiences (such as job shadowing, job rotations, stretch assignments, apprenticeships or internships).
Please indicate the number of participants in additional learnine ooportunities.

Enter the Total Number of Leamning
Opportunities to enter the content specifc

Total Number of Different Learing Opportunities (if utilized) (0-5) |

Content Type internal or Extemal Type of Opportunity Total Participants

Brief Retention & Training and Development Discussion
This is an oppertunity to provide leaders with notable changes from the previous fiscal year or key learnings from this fiscal year regarding retention information
{such as specific internal transfer etc)

Similar to the previous sections, a brief Retention & Training and Development was added for an
explanation, methodology, impact information for training and development discussion section.

Executive Leadership Team

This follows the flow of the previous 8 sections but the focus is on executive leadership.
Executive Leadership is defined as the organization head and his/her direct reports. The PMIS
data does include the executive administrative assistant, it is up to the agency to include this
individual or to remove them for the number reported.

Total Number of Executive Positions

Total Executive Voluntary Separations
Executives Promoted or Transferred Internally
Executives Transferred (to another State Agency)
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Total Executive Employees

Average Time to Fill Executive Roles
Retention of Executive Team

Actual Executive Retirements this FY
Executives Currently Eligible to Retire

Total Number of Executive Positions Identified as Critical

Fr19 Fr20
Step 9: Please enter all information Total Number of Executive Posicions | — ||
regarding the Executive Leadership Team
infarmation. Fr1o Fr20

Status: Incomplete

Totai Executive Voluntary Separations
Executives Promoted or Transferred Internaly
Executives Transferred (to another State Agency)

Executive Team Retirement

Fr19 Fr20
Actual Evecutive Retiremenssehis Fy[ - | |
Executives Currently Eligible to Retire | — | |

Executive Leadership Team Data Input
The Executive Team is defined as direct reports to the agency head; or direct reports to the President for Higher Ed. Institutions

[22t] Fv20
Total Executive Empioyees | — |
Totai Number of Executive Positions Identified as Criticat | __ — | |
Fris Fr20

Average Time to Fill Executive Foles [~ | |

Retention of Executive Team
Min Years Avg. Years Max Years
Frio

ol T ]

e Eligible For Retirement in the Next 5 Years

e Executive Diversity
o Total Male
Total Female
Total Minority
Total Non-Minority
Total Veterans
Total Executives and Disabilities
Executives by Race

o O O O O O

Total Unique Executives in Development Opportunities (all program types)

Total Femaie |~ |

FYi3 Y20

towimee - [ ]
]

Total Number of Executives Eligible for Retirements in the Next 5 Years
Only enter the number of executives in the year they become eligible (do not add the number to the previous year).

FY2021 FYZ2022 FY2023 FY2024 FY 2025

Frao|

Executives Eligible to Retire in each fiscal year | I I I ]

Executive Team Diversity

Toral White
Total Black or African American
Total Hispanic or Latino

Total Asian

Totai Minority

American Ingian or Alaskan Native

Total Non-Minority

Hawaiian or Other Pac. Isiander

Total Veterans

Total Two or More Races

Total Executives with Disabilities

Total Unknown or not Entered

Executive Team Training and Development

Y19

Totol Unique Executives in Development Opportunities (all program types) [

Total Unique Executives in Online Courses |

Total Unique Executives in Classroom Courses

Average Length (in hours) of Online Courses |

Average Length (in hours) of Classroom Courses |

Total Number of Different Programs Participated in (Both Online & Classroom) (0-10) |

‘ Enter the Total Number of Training
Programs to enter the content specifc

Optional Executive Team Training & Development Fields (cells in green); Guidance same as in
the previous training and development section.
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Total Unigue Executives in Online Courses | |
Total Unigue Executives in Classroom Courses | |

Average Length (in hours) of Online Courses | |
Average Length (in hours) of Classroom Courses | |

Enter the Total Number of Trainin
Total Number of Different Programs Participated in (Both Online & Classroom) (0-10) | | P e e Gl specigfc

Report Section 3: Internship Tab

New for 2021 In FY21, a new section was added to the Workforce Planning Template to begin
collecting information on internships. There are only 2-3 required fields for this tab depending
on how the agency/institution responds. Several optional data points can also be entered. Why
we added this was due to the Governor’s office having a keen interest in understanding the
Commonwealth’s internship programs across the Executive Branch.

To support the efforts related to internships, two new codes have also been added in PMIS and
will be in Cardinal as well to start systematically tracking internship data:

Paid Internship
Unpaid Internship

instructions Did your agency employee intems in FY21? A

Step 1: Answer all required questions
regarding internship programs at the How many individuals were in intemship roles at your agency?
agency. tow many in supported by agency funds?
How many in supported by outside resources/funds (scholarships, grants, ete.}?
Status: How many individuals were in unpaid intemships (not compensated monetarily in any way)?

Daes your agency have an internshin program (an ongoing formalized program)? | |

If yes, please describe in the box below.

Report Section 4: Key Risk Factors Tab

To hone in on the most important areas of workforce planning, the template identifies five key
risk factors or themes. The risk factors in the template are:

e Vacancy Risk - The risk associated with positions becoming vacant/retirement risks,
difficulty with filling positions or loss of specific skills’knowledge from vacant positions.

e Talent Acquisition Risk - The risk associated with recruitment challenges, from
practices, policies, required specialized skills and abilities. Another talent acquisition risk
the Commonwealth faces is fierce competition for candidates.
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e Employee Engagement Risk - The risk associated with retention, recognition,
productivity, low morale, and limited growth and development opportunities offered
within the agency/institution.

e Workforce Development Risk - The risk associated with continually building the
knowledge, skills and abilities of the workforce within an agency related to the agency’s
mission to ensure business continuity.

e Technology & Organizational Inefficiencies - The risk associated with utilization of
outdated technology policies, hardware, software, systems and practices. Lack of
automation of processes because “this is the way we do it.”

Identifying Risk Levels

Agencies should identify the level of risk for the associated statement pertaining to the particular
risk factor. Risk levels are outlined as High, Medium, Low, or N/A. Select the risk level for the
respective statements in each of the risk areas by clicking the checkbox. The selected risk will

highlight with the corresponding colors (High = Red,

N/A = Black), as shown in the picture below.

, Low = Green, and

Vacancy Risk - The risk associated with positions becoming vacant/retirement risk, difficulty filling positions or loss of specific skill/lknowledge from vacant positions.

Risk/Observation

FY19 Risk Level

Level of Risk to Agency

Description, Explanation of Change, or Additional Notes

Loss of institutional knowledge and specialized High Medium Low N/A
experience due to voluntary turnover and/or High O O O
retirements

High turnover rates (overall or unique to certain N/A ish Low N/A
employee populations) O O O
Below average salary rates prompts risk of losing High e

talent to competitors O

High percentage of workforce as single incumbent High Medium

positions, with unique duties performed only by High O O

single position.

significant likelihood single incumbent or High Medium

specialized positions will become vacant within 5 O O

years.

Once the risk level is selected, please provide a brief description of the risk specific to the
agency. If the risk is not applicable to the agency (N/A is selected), a description doesn't have to

be entered.

This process is repeated for each risk/observation in each risk factor area.

Updating Optional Risk Factors from Prior FY

If the agency did not provide additional risk factors in the prior fiscal year, agencies do not have

to enter any information in this section.

If the agency provided additional risk factors in the prior fiscal year, agencies should enter the
new risk level for the operation or risk (entered from last year) by clicking the checkbox. The
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selected risk will highlight with the corresponding colors (High = Red, ,
Low = Green, and N/A = Black).

Once the risk level is selected, please provide a brief description of the risk specific to the
agency. If the risk is not applicable to the agency (N/A is selected), a description doesn't have to
be entered.

This process is repeated for each optional risk/observation entered from the prior year.

Identifying Optional Risk or Observations

If the agency has additional risks that do not align with the risk categories provided, the agency
may provide any optional risk factors.

To enter optional risk factors, select the related risk area from the drop down menu. If “other” is
selected, please specify an overall category for the risk factor. Enter the details regarding the
risk or observation, identify the risk level, and provide a brief description.

Agencies may enter up to an additional three (3) risks or observations. This process is repeated
for each optional risk/observation the agency would like to enter.
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Report Section 5: Agency Best Practices Tab

Sharing best practices, lessons learned, or any additional knowledge regarding the risk factors
from the previous section can positively impact other agencies and impact potential policies or
procedures across the Commonwealth. DHRM is working to create resources for agencies for
workforce planning and development.

More importantly, DHRM hopes to be able to partner with agencies to be able to connect those
who wish to learn more about a specific practice to those who are willing to share information of
the corresponding best practice.

The best practice section was reworked to better capture meaningful data for agencies to share
best practices. Agencies may share practices that have been impactful or considered to be best
practices if they wish.

Entering Best Practices Information

Each of the risk areas offer opportunities for the agency to provide information on best practices.
To enter a description of the best practice and its impacts, first select the practice from the
dropdown menu (as shown in the picture below).

NOTE: This dropdown will only show practices related to the risk area that were
identified in the Agency Profile tab as continued or started.

Vacancy Risk Best Practices

Best Practices for Knowledge Management, Dual Incumbency, Succession Planning/Management, Off boarding Practices, Workforce Planning/Tracking, etc.

Vacancy Risk Best Practice 1 /

Agency Practice (from Agency profile tab) | Select Best Practice from Dropdown Menu or Select None

Best Practice Detailed Description

Impacts of the Best Practice

Would the agency be willing to share more? | |

After the best practice is selected, the agency should provide the supporting information; to
include a detailed description of the best practice and the impacts the agency has seen. Lastly,
agencies should indicate if they would be willing to share more information. This will help to
connect agencies who indicated they are interested in learning more from the agency profile tab
to those that are willing to share information.

This process is repeated for each risk area. Each risk area has three opportunities for agencies to
identify a best practice. If more space is needed, agencies may include additional information in
the appendix (Section 8) of the report.
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NOTE: If the agency does not have a practice to provide information on, “None”
should be selected from the dropdown.
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Report Section 6: Prior FY Review Tab (Prior Fiscal Year
Action Plan Review & Progress Update)
This section allows agencies to provide data and information on their efforts in implementing

action items from the prior fiscal year report. As this is a living document, continual updates of
the action plans will be required year-to-year.

Entering Prior Action Plan Review & Overall Progress Update

Complete FY2021 Action Plan Review within the designated box. Please provide a high level
summary and overview of the agency/institution’s progress on action items in the box provided.
Recommended character count 1s 2,000 or less.

Please provide a review and update to action plan items from the previous report. Potential items could be a description of the action items, the current status or progress of the

Instructic . . . . -
e item, and any potential impacts the action items have had or willlikely have.

FY 2020 Action Plan Review & Overall Progress Update

Step 1: Complete FY 2020 Action Plan
Review within designated box.

Note: To begin another paragraph, prass
Alt+Enter to insert the line break.

Status: Incomplete

Entering Prior Year Actionable Item Updates

Provide an update for any actionable items from the prior fiscal year’s report. The cells that are
white are populated with information that was entered last year. The yellow cells are updates
that require data to be entered. The process will be repeated for each action item that was entered
last year.

Fiscal Year 2020 Action Item 1
Step 2: Provide an update for any

Ectionable items from the prior fiscal year's Action Item Category| B Other Category (if specificed) |
report.
Description
Prior Ti [ - |
Action Item Progress | PercentCompleted | Revised Timeline

Updated / Revised Description
ork i

Challenges or Obstacles
Experienced?
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Report Section 7: Next FY Action Plan Tab

This section is to input the action items for the next fiscal year. Agencies are required to create
an action plan for the next fiscal year with items that address the agency risk factors identified in
the previous report sections or other areas pertaining to Workforce Planning and Development.
The action plan should highlight actional steps the agency is already taking or will take to
mitigate the risks identified.

Identify the Total Number of Action Items

The first step to enter the action items is to identify the total number of action items that the
action plan will have. This number should be entered into the yellow box in step 1 of the Next
Fiscal Year Action Plan report section (as shown in the picture below).

Key Data Input Current FY Review Action Plan Executive Summary|

‘Welcome | Agency Profile Key Risk Factors | Best Practices Appendix | Full Report

dhrm Workforce Planning & Development Report Guide
Section 6: Next Fiscal Year Action Plan

Agencies are required to create an action plan for the next fiscal year with items that address agency risk factors identified in the previous section or other areas
pertaining to workforce planning or development. The action plan should highlight actionable steps the agency is already taking or will take to mitigate the risks
identified.

Total Number of Action Items [1-10)|:| /

Instructions

Step 1: Select the number of action
items included in the Action Plan.

Status: Incomplete

Entering New Action Items

2

To enter a new action item (something different from the prior fiscal year), first select the “New’
from the dropdown in the New or Previous action? Box. (shown in the picture below).

MNew or Previous Ac‘tion?| New |

Next, agencies should identify the action item category (risk factor) that the item falls within. If the
“Other” category is selected, please specify the category (shown in the picture below).

Action ltem Categor\;l |

if other, prease speciy: [

Next, the agency should enter a brief description of the action time, the timeframe for the item to be
completed (from the dropdown), potential barriers or obstacles that may occur, and some strategies of
how the agency could overcome those barriers (as shown in the picture below.
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Description

Timeframe

Potential Barriers / Obstacles

How to Overcome Barriers /[
Obstacles?

This process is repeated for any new action items that the agency wishes to add.

Adding Action Items from the Prior Fiscal Year

To add an action item from the previous fiscal year, first select the “Previous” from the
dropdown in the New or Previous action? Box. (shown in the picture below).

MNew or Previous Action?l Previous ['

Next, the agency should select the action item from the prior fiscal year from the drop down
(shown in the picture below).

NOTE: The action items are displayed as the number the action was on the
action plan from the Prior FY Review Tab.

Select Action Item (from Prior FY]-:| Prior Year Action ltem 1 |

The updated description, revised timeline, and obstacles experienced will populate automatically
based on the information entered in the Prior FY Review Tab. The last information that the
agency will need to enter are strategies to overcome the barriers or obstacles experienced in the
prior fiscal year.
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Revised / Updated
Description
This is an example.
Revised Timeline 6-12 Months

Obstacles Experienced

This is an example.

How to Overcome Barriers /
Obstacles?

This process is repeated for any previous action items that the agency wishes to add.
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Report Section 8: Executive Summary Tab

The purpose of this section is to provide agencies an opportunity to share key highlights or
findings from their workforce planning and development report. The executive summary should
be concise and kept to no more than 3 paragraphs.

As a helpful hint, to add another paragraph in excel, press ALT+Enter to go to the next line.

After feedback, we have expanded the executive summary section to allow for up to 3,000
characters (nearly triple the size from the Fiscal Year 2019 report).

The executive summary is at the end of the guide, however, it will show at the beginning of the
final report. This section requires the agency to include the executive summary by entering the
information into the yellow box (shown in the picture below).

dhl“m Workforce Planning & Development Report Guide

Section 8: Executive Summary

The executive surnmary is the First itern to be presented on the Full repart. This surmmary should be concise and kept to no mare than 3 paragraphs. Again,
LnFlreciions the purpose of this section is to ensure agencies and institutions have the oppartunity to provide key highlights frorn their workForee repart.

It iz recommended the Executive Summary be no longer than 3,500 characters

Executive Summary

Step 1: Complete Executive
Summary within designated box

Mote: To begin another
paragraph, press Alt+Enter to
insert the line break.

Status: |ncornplete

Return to Welcome Go to Prior Section Go to Next Section
Page {Action Plan) (Appendix)
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Report Section 9: Appendix Tab

This section is optional for agencies to complete and is a way for agencies to share any other
information that was not captured in the previous sections of this report.

Any information that is provided in the yellow box on the Appendix Tab will be displayed in
Appendix B of the final report. Appendix B is a linked picture to the yellow box, meaning the
look and placement of any objects or text in the yellow box to be displayed exactly the same in
Appendix B.

Entering Text into the Appendix

Key Data Input Internships Key Risk Factors Best Practices

Current FY Review | Action Plan Executive Summary | Appendix | Full Report

Welcome | Agency Profile

dhl"m Workforce Planning & Development Report Guide

Section 9: Appendix (Optional)

Instructions
The box below can be used to include any additional information. Text, graphs, or other information may be included.

Step 1: Add any additional information to
be included into the Appendix.

Itis recommen ded TEXT be entered using
a text box.

It is recommended that any text be entered using a text box. To enter a text box, go to the insert
tab at the top of the screen. Click on the Text Box button and draw the text box to the desired
size (the box can be resized after). Enter the desired text into the text box (as shown in the
example below).

The text box can then be moved to the position in the yellow box the agency would like the
information to be displayed.

Entering Graphs or Objects into the Appendix

Any graphs or objects (such as pictures) can be inserted into the excel worksheet through the
normal Excel process. The graph or object can then be moved into the yellow box to be
displayed in Appendix B. Again, the look and placement of any objects or text in the yellow box
be displayed exactly the same in Appendix B.

Full Report and Report Appendix
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After completing all sections, the template file will compile the information into a standard pre-
formatted report on the Full Report Tab and in optional appendix attachments on the Report
Appendix Tab.

Full Report Tab

Before viewing the full report, click the “Refresh Report” button at the top (shown in the picture
below). This button will filter the action plan items to organize them according to the estimated
timeframe for completion, smallest to largest. This button will NOT submit the report.
Procedures for submitting the report are detailed in the next Section.

o Click to Refresh Report ‘ o

NOTE: This button should be clicked to refresh the report after any changes
are made to the Next FY Action Plan Tab. It is encouraged this button be
clicked each time the Full Report Tab is visited.

Information on the Full Report Tab cannot be changed. If a change is required, the change must
be made on the respective tab (Sections 1 through 8) to be reflected on the Full Report.

The first section of the report is the executive summary. The next section of the report provides
demographic information of the workforce for the report’s fiscal year.

The next section provides the key metrics for the report. The key metrics are divided between
non-executive and executive metrics. Some metrics are color coded to highlight areas of interest.
Color indicator explanations are on the final report for each section.

The next section shows the key risk factors and observations the agency indicated, indicating the
change in risk level from the prior fiscal year and the risk description.

The next section is the prior year action plan review and progress update. The overall summary
of the actions and progress will be displayed along with a graph to indicate the status of action
items from the prior report.

The next section is the upcoming action plan. A graph of the action plan by area is displayed to
show which areas the agency is focusing on for the next fiscal year. All action items will be

grouped by time frame, beginning with those estimated to be completed the earliest.

The final section is the signatures section. The name of the agency will automatically show on
the report and there are spaces for the Agency Head and HR Director to sign the report.
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Printing the Full Report

The full report tab is already formatted to print on six (6) pages (three (3) front and back). The
report can be printed by going to “File” and then “Print”.

e The executive summary and demographics appear on the first page.
e The critical positions, retirements and time to fill appear on the second page.

e Employee turnover, retention, and diversity and inclusion metrics appear on the third
page.

e The fourth page has the executive team metrics and the vacancy risk and talent
acquisition risk factor areas.

e The fifth page includes the employee engagement, workforce development, and
technology and organizational inefficiencies risk areas. The page will also include the
brief summary of progress and the graph showing the status of prior action items.

e The last page contains the action plan for the next fiscal year and the signatures for the
agency head and HR director. NOTE: The last page of the report will vary in length
depending on the number of action items the agency includes for their next fiscal year
action plan, but will not exceed the 6th page.

Report Appendix Tab

The Report Appendix Tab provides agencies with an opportunity to attach additional information
to the full report, if they wish. The report appendix is divided into two sections, Appendix A and
Appendix B.

e Appendix A: Displays information from additional risk factors entered, description and
impacts of best practices, and the training and development detailed breakdown. All of
these fields are optional for agencies to enter information.

e Appendix B: Open section for agencies to include any additional information to

supplement their report.

Printing the Appendix Tab

The full appendix tab is already formatted to print on three (3) pages (two (2) front and back).
The appendix can be printed by going to “File” and then “Print”.
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The first page of the appendix contains the additional risk factors and best practices for
vacancy risk, talent acquisition, employee engagement, and workforce development.

The second page of the appendix contains the technology and organizational efficiencies
best practice section and the breakdown of training and development information.

The third page contains the open section for agencies to include any additional
information.
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Submitting the Report to DHRM

After all sections of the report are completed and the report has the appropriate signatures, the
following should be submitted to DHRM:

e Scanned copy of the agency’s signed Workforce Report

e The Agency’s completed Excel Workbook with the naming convention:
AgyNum_AgyAbbre.xls. Example: 129 DHRM.xls

REMINDER: Institutions of Higher Education are required to
present the report to the Board of Visitors for their institution, in
addition to completing the two required signatures.

The items above should be submitted to the email box: dhrm.wip@dhrm.virginia.gov. Once the
two documents have been submitted, a confirmation email will be sent.

Any questions should be sent to: Workforce Planning Consultant at the Department of Human
Resources Management.
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