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Overview of Succession Management

The Law of the Land (5 U.S.C. 4121)

In consultation with the Office of Personnel Management, the head of each agency shall establish -
(1) a comprehensive management succession program to provide training to employees to develop
managers for the agency.

Large deficits in leadership are among an array of challenges the Federal Government confronts
in the 21 century. As the owner of the Strategic Management of Human Capital initiative, the
U.S. Office of Personnel Management (OPM) is assisting agencies to address challenges through
initiatives such as succession management. The OPM succession management model is
designed to build leadership capacity and shape Federal agency leadership. This model builds
on the progress agencies are making in the development and implementation of succession
strategies. Since 2001, all Office of Management and Budget (OMB)-scored agencies have
implemented, at a minimum, executive development programs as a strategy to build leadership
capacity.

Congress recognizes the importance of succession management in building the Federal
leadership bench strength (i.e., the readiness of the internal talent pool to fill key leadership
positions). The Federal Workforce Flexibility Act of 2004 requires agency leaders to establish, in
consultation with OPM, a comprehensive management succession program for developing
future managers and agency leadership. OPM recognizes the need for a strategic succession
planning system for strengthening current and future organizational leadership capacity rather
than just replacing individuals.

Purpose of This Document and Key Audience

OPM developed the Guide to the Strategic Leadership Succession Management Model (SLSM
Model) to assist agencies in planning, designing, implementing, and evaluating succession
management programs. The SLSM Model is a part of implementing the Human Capital
Assessment and Accountability Framework (HCAAF).

This document provides guidance for human capital practitioners, supervisors, managers, and
senior leaders who play a leadership role in identifying and addressing potential gaps in
effective leadership.

The SLSM Model'’s activities and job aids are helpful for developing and improving agency
succession management programs. The following individuals may find these activities and job
aids useful:

¢ Internal human capital practitioners (e.g., Chief Human Capital Officers)

e Internal agency consultants

e Human resources staff who contribute directly to succession management programs and
policies

e External personnel (e.g., Human Capital Officers and auditors)
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Supervisors, managers, and senior leaders may want to use targeted parts of the SLSM Model
to support succession management initiatives (e.g., projecting future workforce needs or
assessing current competency levels). However, reviewing the entire process will help agencies
to build their capacities for leading and supporting succession management initiatives.

Relationship of Succession Management to HCAAF

OPM established the Human Capital Assessment and Accountability Framework (HCAAF) for
practicing human capital management, including succession management. The HCAAF
encompasses all of the requirements contained in recent legislation:

e The Chief Human Capital Officers (CHCO) Act of 2002 provides Congress’ overall
expectations for human capital management in Government and contains several flexibilities
for managers’ use in managing their people.

e The DOD Authorization Act of 2004 contains provisions applicable on a Governmentwide
basis.

e The Federal Workforce Flexibility Act of 2004 provides even greater flexibilities to all Federal
managers and codifies good management practices, like leadership succession
management.

The HCAAF establishes and defines five human capital systems. Together these systems
provide a single, consistent definition of human capital management for the Federal
Government. The HCAAF fuses human capital management to the merit system principles. In
addition, the HCAAF establishes an ongoing human capital management process that operates
across the five systems in all agencies. The systems are as follows:

e Strategic Alignment (Planning and Goal Setting). A system led by senior
management—typically Chief Human Capital Officers—for promoting the alignment of
human capital management strategies with agency mission, goals, and objectives through
analysis, planning, investment, measurement, and management of human capital programs.

e Leadership and Knowledge Management (Implementation). A system for ensuring
continuity of leadership by identifying and addressing potential gaps in effective leadership
and implementing and maintaining programs that capture organizational knowledge and
promote learning.

¢ Results-Oriented Performance Culture (Implementation). A system for promoting a
diverse, high-performing workforce by implementing and maintaining effective performance
management systems and awards programs.

¢ Talent Management (Implementation). A system for addressing competency gaps,
particularly in mission-critical occupations, by implementing and maintaining programs to
attract, acquire, promote, and retain quality talent.

e Accountability (Evaluating Results). A system for enhancing agency performance by
monitoring and evaluating the results of its human capital management policies, programs,
and activities; by analyzing compliance with merit system principles; and by identifying and
monitoring necessary improvements.

Overview of Succession Management 2



Each system component allows human capital practitioners to assess how well the agency is
strategically managing its human capital in compliance with merit system principles. Figure 1
below is a graphic depiction of the relationships among the five human capital systems.

As the figure depicts, succession management is a critical success factor within the Leadership
and Knowledge Management System (one of three HCAAF Implementation Systems). When
agencies focus on HCAAF critical success factors, they are more likely to meet standards for
operating efficiently, effectively, and in compliance with merit system principles.

The SLSM Model focuses specifically on implementing succession management. The model
offers guidance on how to establish a comprehensive succession management program for
sustaining an adequate leadership cadre for the agency.

Figure 1. Succession Management and HCAAF
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Figure 1 also illustrates how the Strategic Alignment and Accountability Systems support all
implementation systems and critical success factors within those systems.

e The Strategic Alignment System ensures the alignment of human capital management
strategies, such as succession management, with the agency mission, goals, and objectives.

e The Accountability System evaluates the results of human capital management policies,
programs, and activities by analyzing compliance with merit system principles and by
identifying and monitoring necessary improvements.

The Strategic Alignment and Accountability Systems are highly interrelated. To ensure
alignment of human capital strategies with the agency’s mission, agencies must integrate
accountability-planning activities (e.g., establishment and measurement of metrics) into their
systems. Evaluation and continuous improvement of human resources (HR) policies and
programs help agencies strengthen the strategic alignment of their human capital system
functions and achieve strategic results.

Structure of This Document
The SLSM Model consists of the following:

e An overview of succession management
e A detailed description of each succession management phase and activity

— Applicable HCAAF key elements addressed by each phase (Key elements describe what
you would expect to see in an effective critical success factor.*)

- Information required, steps to accomplish, and results related to each activity

— Key actions to achieve within each activity

-~ Examples of applied SLSM Model processes in the Federal Government (where
applicable)

-~ Job Aids to support completion of activities (where applicable)
e Appendix: A glossary of terms used in the SLSM Model

* Though not specifically required to meet HCAAF key elements, agencies successful at
implementing key elements related to leadership succession management will realize the
following results:

e Effectiveness Result — The agency has taken action to ensure continuity of leadership
through succession planning and executive development programs resulting in a diverse
pool of qualified internal, other Government, and non-Government sources for all mission-
critical leadership positions.

o Merit-Based Compliance Result — The agency has established a comprehensive management
succession program for developing employees as managers for the agency as prescribed by
the Federal Workforce Flexibility Act of 2004.
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Strategic Leadership Succession Management Model

What Are the Major Purposes of Succession Management?
Succession management is a systematic approach for:

e Shaping the leadership culture.

e Building a leadership pipeline/talent pool to ensure leadership continuity.

e Developing potential successors whose strengths will best fit with the agency’s needs.
o Identifying the best candidates for categories of positions.

¢ Concentrating resources on the talent development process, yielding a greater return on
investment.

Succession management identifies those jobs considered to be the organization’s lifeblood and
too critical to be left vacant or filled by any but the best qualified persons. Succession
management is critical to mission success and creates an effective process for recognizing,
developing, and retaining top leadership talent.

Strategic Leadership Succession Management Model

Below is a graphical depiction of the SLSM Model showing the five phases in the succession
management process and related activities.

1 Establish Strategic Alignment
e Analyze Strategic Requirements/Direction
o Develop Business Case

Evaluate Succession Strategies 4 2 Identify Succession Targets
e Analyze Results - & Analyze Talent Pool
e Recommend Improvements o |dentify Succession Targets
) e Analyze Talent Pool
< e Ongoing Senior Leader y
Commitment
¢ Ongoing Employee Commitment to
Development
¢ Ongoing Alignment of Program
Goals to Strategic Plan
¢ Ongoing Communication &
Change Management
4 Implement Succession * 3 > .
Management Plan Develop Succession Management Plan

e Analyze Current Programs, Policies, Practices
o |dentify Succession Management Strategies

o Develop Implementation Plan

e Develop Evaluation/Accountability Plan

o Implement Communication & Change
Management Strategies

o Implement Succession Strategies —
Recruitment, Selection, Development,
Retention

e Collect Metrics Data
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Strategic Leadership Succession Management Model

Following are descriptions of each phase and activity:

Phase 1. Establish Strategic Alignment

Purposes: To understand the strategic direction of the agency and the need for leadership succession
management, and to formulate a clear and convincing business case (using workforce analysis findings)
to dedicate resources—both budget and personnel—to succession management planning.

Major Activities Description

Analyze Strategic Establishing strategic goals and objectives for succession management to
Requirements/ align with the agency’s overall strategic direction and meet Federal laws,
Direction rules, and regulations

Develop Business Case Articulating a business case—utilizing workforce analysis findings—for
succession management in the agency, including why it is important and
how it will benefit the agency; conveying a commitment of resources and
senior leader involvement to succession management

Phase 2. Identify Succession Targets & Analyze Talent Pool

Purposes: To identify succession targets (in line with projected needs and long-term leadership vision)
for key leadership populations across the agency, and to analyze the extent to which the current talent
pool will be able to fill those targets (i.e., assess bench strength). Succession targets are descriptions of
the current and projected workforce needs—at particular points in time—for key leadership populations,
in terms of numbers of leadership positions, numbers of individuals to be developed, and desired
competencies. If there is not a sufficient number of talent pool members prepared to fill succession
targets, then the agency has succession gaps.

Major Activities Description
Identify Succession Identifying the agency’s current and projected workforce needs, at particular
Targets points in time, for the key leadership populations and subgroups (e.g., by

bureaus or department, Headquarters vs. field, critical vs. noncritical
leadership positions, technical vs. line management); establishing targets
describing the number of critical leadership positions for which the agency
needs qualified leaders, the number of leaders and potential leaders to be
included in development, and the required competencies for the targeted
positions

Analyze Talent Pool Analyzing the leadership talent pool by identifying a diverse pool of current
and prospective leaders (e.g., high-potential employees, high-performing
employees, all employees at a specified level, and/or prospective employees
external to the agency) and assessing the extent to which the identified pool
meets stated numeric and competency targets. This process includes
assessing the competency levels of the internal talent pool and comparing
the talent pool to the numeric and competency targets.

The process also includes identifying external sources of talent (e.g., other
Government or non-Government) on which to focus recruitment efforts
related to succession targets. (Note: At a minimum, agencies should
include supervisors, managers, and executives in the leadership talent pool,
but agencies are encouraged to include aspiring leaders or other groups.)

Overview of Succession Management 6



Strategic Leadership Succession Management Model

Phase 3. Develop Succession Management Plan

Purposes: Based on strategic requirements and succession gaps, (1) to analyze how well current
recruitment, development, and retention programs, policies, and practices will be able to support the
achievement of those targets; (2) to identify and prioritize applicable strategies the agency will undertake
to identify, recruit, select, develop, and retain leaders to meet its succession targets; (3) to describe how
these strategies will be implemented, monitored, and evaluated; and (4) to identify how management will
hold itself accountable for results.

Major Activities

Description

Analyze Current
Programs, Policies,
Practices

Identify Succession
Management
Strategies

Develop
Implementation Plan

Develop Evaluation/
Accountability Plan

Analyzing current recruitment, selection, development, and retention
programs, policies, and practices to assess how well they can meet or
support projected needs and targets

Based on strategic requirements and succession gaps and for the purpose of
closing those gaps, identifying and prioritizing applicable strategies for (1)
identifying, recruiting, selecting, developing, and retaining new and
prospective leaders (Note: Prospective leaders may be identified in a
manner appropriate for the agency, such as by identifying high-potential
employees, high-performing employees, or all employees above a specified
level.); (2) retooling, strengthening, and retaining current leaders; and (3)
ensuring valuable knowledge is disseminated throughout all levels of
leadership (knowledge sharing)

Identifying policies and practices (either new ones or modifications to
existing ones) needed to support succession management initiatives and
activities

Identifying how the succession management strategies for the recruitment,
selection, development, and retention of leaders will be implemented (e.g.,
who will do what, when, how); identifying how to communicate and manage
change; identifying how to maintain senior leader commitment to succession
management efforts

Identifying what metrics the agency will use to measure the effectiveness of
all succession management programs and activities and its approach for
making continuous improvements; integrating elements of accountability
into leadership succession management efforts to ensure compliance with
merit system principles and Federal laws, rules, and regulations

Overview of Succession Management



Strategic Leadership Succession Management Model

_Phase 4. Implement Succession ManagementPlan

Purpose: To communicate about new succession management initiatives, programs, and policies
throughout the agency and manage the change; to carry out, monitor, and gather data on succession

strategies.

Major Activities

Description

Implement
Communication &
Change Management
Strategies

Implement Succession
Strategies

¢ Recruitment
e Selection
¢ Development

¢ Retention

Collect Metrics Data

Based upon the plan developed in Phase 3, communicating about succession
management initiatives, programs, and activities with all levels of leadership
in the agency; obtaining buy-in and support; articulating expectations;
ensuring policies and practices are modified, when necessary, to support
succession management efforts

Implementing strategies to identify, recruit, and select new/prospective
leaders to achieve stated targets, while considering the scarcity of critical
competencies (Note: Prospective leaders may be identified in a manner
appropriate for the agency, such as by identifying high-potential employees,
high-performing employees, or all employees above a specified level.);
implementing training and development strategies for current and future
leaders in targeted populations and subgroups, taking into account the
stated numeric and competency targets; implementing strategies for
retaining current and prospective leadership talent in targeted populations
and subgroups; implementing knowledge-sharing strategies; implementing
new or revised policies and practices to support succession management
strategies and activities

Collecting and documenting process and performance metrics data to
measure the effectiveness of succession management programs and
activities and compliance with merit system principles and Federal laws,
rules, and regulations

Phase 5. Evaluate Succession Strategies

Purpose: To determine how well the succession management strategies are filling targeted needs while
ensuring the succession management strategies are in compliance with merit system principles and
Federal laws, rules, and regulations. The succession management plan should be a living plan that
adapts across time in response to new requirements and changing factors.

Major Activities

Description

Analyze Results

Recommend
Improvements

Analyzing metrics data and reporting results to senior management

Determining corrective actions and improvements needed, including changes
in strategic objectives, succession targets (i.e., numbers and competencies),
succession strategies, communications, or evaluation

Overview of Succession Management 8



Strategic Leadership Succession Management Model

Phases and Related Activities: Introduction

Beginning on the next page, the activities associated with the five phases of the Strategic
Leadership Succession Management Model are described in detail.

For each activity, an Activity Table presents the following information:

e A description of the activity

e The information you will need to gather prior to beginning the activity
e An overview of the steps to take to complete the activity

e Results you will achieve when you complete the activity

e Actions that support accomplishment of the activity

Some activities include associated job aids directly after the Activity Table.

Overview of Succession Management 9



Strategic Leadership Succession Management Model

Introduction

Purposes

1 Establish Strategic Alignment
e Analyze Strategic Requirements/Direction
o Develop Business Case
A.

e Ongoing Senior Leader y
Commitment

* Ongoing Employee Commitment to
Development

* Ongoing Alignment of Program
Goals to Strategic Plan

* Ongoing Communication &
Change Management

This phase covers activities for promoting strategic alignment of succession
management initiatives with the agency’s mission, goals, and objectives.

The purposes of this phase are: (1) to understand the strategic direction of
the agency and the need for leadership succession management, and (2) to
formulate a clear and convincing case for agency leaders to dedicate
resources—both budget and personnel—to succession management planning.

There are two major activities associated with Establishing Strategic
Alignment:

e Analyze Strategic Requirements/Direction — This activity is necessary so all
decisions related to succession management align with the agency’s
strategic requirements in support of the mission.

e Develop a Business Case — This activity is necessary so the strategic
benefits are well articulated to build support for allocation of resources
and to implement succession management fully and successfully.

Together, these two activities help align the succession management initiative
with the agency’s strategic direction and begin to set the stage for a well-
targeted program.

Establish Strategic Alignment 10



Strategic Leadership Succession Management Model

HCAAF During this phase, the agency establishes the need and sets the strategic
Critical direction for succession management as part of its human capital planning
Success activities. In accomplishing these activities, agencies will be addressing the
Factors and following HCAAF key elements associated with aligning succession
Elements management requirements with agency strategy:

e The agency has a human capital planning system for:
- Promoting alignment of human capital strategies (i.e., succession
management) with agency mission, goals, and objectives.
- Establishing a process for including succession management activities
and investments in the agency annual performance plan and budget.
-~ Developing an annual human capital plan establishing succession
management goals, objectives, and investments.

Establish Strategic Alignment 11



Strategic Leadership Succession Management Model

Activity Description

Analyze Strategic Establishing strategic goals and objectives for succession

Requirements/Direction | management to align with the agency’s overall strategic

direction and meet Federal laws, rules, and regulations

Agency performance plans

Trends (e.g., technological, goals/mission in the
economic, social, political) short and long term.

Projected direction and
growth of agency

Existing workforce analysis

Information You Need Steps To Take Results You Will Achieve
Agency strategic plan 1. Review and analyze Articulation of the agency’s
Agency strategic human information collected. lstr?jteglrc]:_ reqwremgnts for
capital management plan 2. Draw conclusions about | 'cad€rship succession

management

agency leadership needs
for meeting strategic

Actions Supporting Accomplishment of This Activity:

Collect information.

Collect information from executive stakeholders who are familiar with trends (e.g.,
technological, economic, social, political, academic) affecting leadership needs in the
agency.

Confirm the agency’s short- and long-term strategic vision and direction.

Analyze information collected.

Describe the agency’s future requirements for products and services. Determine if
leaders will need broader scope.

Determine the mix of technical and managerial competencies required for agency
leadership positions.

Analyze the trends affecting leadership needs in the agency. Determine the impact
of competitive sourcing and e-Government initiatives on leadership requirements.

Describe how leaders are currently deployed across the agency (e.g., organizational
structure) and consider the implications, if any, for the agency’s ability to meet its
strategic goals.

Consider the needs of leaders throughout the organization—supervisors, managers,
and executives—and determine if they are aligned with the agency’s strategic
direction.

Consider projections for agency growth/change and the implications for numbers
and types of leadership positions and leadership competencies. Assess whether the
number of leadership positions will increase, decrease, or remain relatively constant.

Assess the agency’s current succession management system. (See Job Aid:
Assessment of Agency Succession Management System following this activity table.)

Establish Strategic Alignment
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Strategic Leadership Succession Management Model

Actions Supporting Accomplishment of This Activity: (Continued)
Draw conclusions about leadership needs.

e Consider the agency’s organizational values. Determine if the agency culture will
support succession management goals and strategies. Consider whether a cultural
“shift” is needed to support mission requirements now or in the future.

¢ Define the agency’s goals, objectives, and vision. Consider the following questions:

What is the agency trying to achieve?

What is the agency trying to preserve?

What is the agency trying to avoid?

What is the agency trying to eliminate?

Are these appropriate goals?

How well is the agency doing in regard to these efforts?

YV V V¥V V¥V VY V

e Describe the current strengths and weaknesses of agency leadership.
e Define the agency’s “leader of tomorrow.”

e Define succession management success at the agency.

Establish Strategic Alignment 13



Strategic Leadership Succession Management Model

Job Aid: Assessment of Agency Succession Management System

Instructions

As you determine your strategic direction for the agency’s succession management
initiative, you should begin to consider how you are going to track the agency’s
progress toward building a fully effective succession management system. This
assessment job aid will help you gauge your advancement. It is organized by the
phases of the SLSM Model.

The job aid lists the key elements from HCAAF associated with each phase, and then
provides a table in which you can indicate when you have achieved key results for
the phase. A column for notes is also provided, in case you want to indicate partial
completion, who is responsible for completion, or other helpful information.

When you have completed the key activities and products for all five phases, you will
have implemented the SLSM Model, which will help lead your program toward
desired outcomes. If you have implemented the SLSM Model and developed and
implemented an agency succession management program, then you should evaluate
your agency’s program using the Succession Management Continuous Improvement
Review Tool in Phase 5 of this document.

Phase 1. Establish Strategic Alignment

Related HCAAF Key Elements

The agency has a human capital planning system for:

e Promoting alignment of human capital strategies (i.e., succession management) with agency mission,
goals, and objectives.

e Establishing a process for including succession management activities and investments in the agency
annual performance plan and budget.

e Developing an annual human capital plan establishing succession management goals, objectives, and

investments.

To help determine whether your current succession management initiative is addressing the related
HCAAF key elements, indicate in the table below whether each of the associated activities and products
for this phase has been achieved. These activities and products help lead the succession initiative to
outcomes or goals aligned with agency objectives.

succession management.

NOTES
SLSM Model Key Activities: Product/ Achieved? | (if achieved, evidence to support it;
Establishing Strategic Alignment Output . if not achieved, strategies to
correct it)
Articulate the agency’s strategic Requirements | [ Yes
requirements for leadership Definition ] No

Describe the business case for Justification/ 1 Yes
succession management, including Business Case | 7 No
accountabilities and resources.

Establish Strategic Alignment 14




Strategic Leadership Succession Management Model

Job Aid: Assessment of Agency Succession Management System (continued)

Phase 2. Identify Succession Targets & Analyze Talent Pool

Related HCAAF Key Elements

The agency’s workforce planning system includes a workforce analysis process for:

o Identifying competency gaps and deficiencies, including current and future competency needs and
losses due to voluntary attrition.

e Analyzing current strengths and weaknesses regarding mission-critical occupations and
competencies.
e Systematically defining the size of the workforce needed to meet organizational goals.

To help determine whether your current succession management initiative is addressing the related
HCAAF key elements, indicate in the table below whether each of the associated activities and products
for this phase has been achieved. These activities and products help lead the succession initiative to
outcomes or goals aligned with agency objectives.

TR NOTES
SL?;derg:y?:.:?r‘;x;:'ges' Product/ Achieved? (if a_chieved, .evidence to support it;
Analvzing Talent Pool Output if not achieved, s_trategles to
yzing correct it)
Set time-bound succession Succession O Yes
management targets (i.e., numbers | Targets [ No
of leaders needed for critical Description
leadership roles with required
competencies).
Complete bench strength analysis Bench [ Yes
describing the readiness gap (i.e., Strength/ 0 No
the difference between the Readiness

succession targets and the numbers | Gap Analyses
of leaders and potential leaders at
various levels and within subgroups
who have critical competencies).

Identify potential sources of talent Talent [ Yes
for meeting targets (including Source 0 No
identification of high performers Description

and/or those with high potential
among the current workforce).
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Strategic Leadership Succession Management Model

Job Aid: Assessment of Agency Succession Management System (continued)

Phase 3. Develop Succession Management Plan

Related HCAAF Key Elements
The agency’s succession management system:

¢ Invests in an OPM-approved Senior Executive Service (SES) candidate development program linked
to the Executive Core Qualifications (ECQs).

e Provides mentoring to new and prospective leaders.

e Invests in first-line supervisors to ensure they have the competencies to direct the day-to-day work
of the agency.

e Includes an “employee development” performance indicator for managers and senior leaders.
e Invests in the continuous development of senior leaders (current and future).

The agency’s accountability system:

e Is formal and clearly documented.

e Is fully supported by top management.

e Ensures that managers are held accountable for their human capital decisions and programs.

e Evaluates human capital results vis-a-vis mission, goals, objectives, and programs.

e Evaluates specific human capital programs (e.g., succession management).

e Provides for evaluation of human capital and human capital resources throughout the organization.

To help determine whether your current succession management initiative is addressing the related
HCAAF key elements, indicate in the table below whether each of the associated activities and products
for this phase has been achieved. These activities and products help lead the succession initiative to
outcomes or goals aligned with agency objectives.

A NOTES
SLs:’zg:ﬁ:gngé:':‘s’;;':s' Product/ Achieved?| (if achieved, evidence to support it;
Management Plan Output if not achieved, s_trategles to
correct it)
Develop a succession management Succession 1 Yes
plan with the following components: | management ] No
e Strategic Requirements plan with
e Succession Management Targets | requirements,
and Talent Pool Analysis targets, talent
e Strategies for Recruiting, pool analysis,
Developing, and Retaining and strategies
Leadership Capacity
Develop an implementation plan with |Implementation| [ Yes
a blueprint for putting the succession |plan ] No
management strategies into operation
to achieve stated targets.
Develop an evaluation/accountability | Evaluation/ I Yes
plan describing how the agency will | accountability 1 No
ensure it is meeting its succession plan
targets while remaining in compliance
with Federal laws, rules, regulations,
and guidelines.

Establish Strategic Alignment
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Strategic Leadership Succession Management Model

Job Aid: Assessment of Agency Succession Management System (continued)

Phase 4. Implement Succession Management Plan

Related HCAAF Key Elements
The agency has a change management system in which leaders:

e Provide adequate resources to support the change.
e Take visible actions to support the ways of working.

e Understand there is a need for a change process and facilitate the change management process by
monitoring and addressing problems in the transition process.

e Hold people accountable for performance results and meeting their commitments to the change

process.

e Focus on performance and progress against change milestones.

The agency has an accountability system that:

¢ Implements data collection and analysis processes to support the measures.

e Provides review of HR transactions (e.g., selection of participants in a candidate development
program) to ensure compliance with legal, regulatory, and specific agency requirements.

To help determine whether your current succession management initiative is addressing the related
HCAAF key elements, indicate in the table below whether each of the associated activities and products
for this phase has been achieved. These activities and products help lead the succession initiative to
outcomes or goals aligned with agency objectives.

s NOTES
SLoM Model KOYACTUIOS: | product | ey | O achine, evidnc o spport
utput if not achieved, strategies to
Management Plan correct it)

Analyze and adapt policies and Policy/practice I Yes
practices to ensure support of analysis and 0 No
succession management initiatives. | revised policies/

practices, if

appropriate
Communicate succession Succession ] Yes
management initiatives and policies | management 7 No
clearly. guidance
Communicate clearly the Succession 1 Yes
expectations for leadership buy-in, | management 00 No
agency commitment, and support accountability
for succession management. and support

messages
Implement succession strategies Active programs | [ Yes
(identification/recruitment/selection, | for succession 1 No
development, and retention) for strategies
targeted positions.
Collect process, performance, and Progress and I Yes
compliance data (quantitative and status reports 00 No
qualitative) and disseminate via
progress/status reports.
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Job Aid: Assessment of Agency Succession Management System (continued)

Phase 5. Evaluate Succession Strategies

Related HCAAF Key Elements

The agency has an accountability system for:

e Ensuring results are used to improve human capital programs and the human capital accountability
system.

e Ensuring human capital results and merit system compliance are determined and reported to
management and OPM.

e Promoting continuous improvement, which is reflected in updates to the strategic human capital plan.

To help determine whether your current succession management initiative is addressing the related
HCAAF key elements, indicate in the table below whether each of the associated activities and products
for this phase has been achieved. These activities and products help lead the succession initiative to
outcomes or goals aligned with agency objectives.

SLSM Model Key Activities: L NOTES _
Evaluating Succession Product/ |  hieved? |Cif a.;:h'eved;fv'dde"ce BT
Strategies Output if not achieved, s_trategles to
correct it)
Develop and distribute a report of Evaluation 1 Yes
results, including key findings on Report ] No
how well the agency has met its
targets.
Document and share promising Promising O Yes
practices. Practices 1 No
Document
Present recommendations and an Action Plan for | [ Yes
action plan for improvement. Improvement 7 No
Identify and implement lessons Revised I Yes
learned. programs, ] No
policies, or
practices
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Activity Description

Develop Business Case*

* See associated job aid following this
table.

Articulating a business case—utilizing workforce analysis
findings—for succession management in the agency,
including why it is important and how it will benefit the
agency; conveying a commitment of resources and senior
leader involvement to succession management

Information You Need

Steps To Take

Results You Will Achieve

The agency’s strategic
requirements for leadership
succession management

1. Develop and
communicate business
case by determining:

e Strengths,
weaknesses,
opportunities, and
threats.

e The business need.

e Users/stakeholders
impacted.

e Current approach.

¢ New/enhanced
approach.

e Cost/benefit
analysis.

2. Acquire resources and
budget for leadership
succession management
activities.

3. Build senior leader
buy-in.

A description of the
business case for
succession management,
including accountabilities
and resources

Actions Supporting Accomplishment of This Activity:

leadership positions).

management program.

Begin budgetary process.

Develop a business case. (See Job Aid: Building a Compelling Business Case for
Succession Management following this activity table.)

e Describe the benefits to the agency of paying attention to succession management
(e.g., critical competencies defined and developed, continuity of leadership focus).

o Determine the costs associated with failing to address succession management (e.g.,
vacancies in critical leadership positions, smaller pool of qualified candidates for

e Estimate the budget and resources needed to develop and implement a succession

Establish Strategic Alignment
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Actions Supporting Accomplishment of This Activity: (Continued)
Build senior leader buy-in.

e Articulate the commitment required of senior leaders for the agency to develop and
implement an effective succession management program. Identify the
champions/sponsors. Describe how the agency will build and communicate senior

leader buy-in. (See Job Aid: Creating a Participatory Succession Management
Infrastructure on page 23.)
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Job Aid: Building a Compelling Business Case for Succession Management

Job Aid Overview

Importance

How To Do It

Supporting
Documentation

A compelling business case for succession management describes why it
is important and how it will benefit the agency, conveying a
commitment of resources and senior leader involvement. This process
of developing a business case is a key element of managing change and
begins at the front end of the succession management process.

To get the needed “critical mass” to buy into succession management,
leaders need to create a common understanding of the driving forces for
the change as well as why making the change is critical to the
accomplishment of the agency’s mission and goals. Key stakeholders
need to know and understand the rationale for succession management
and need to feel a sense of urgency about the need for change if they
are to become committed to it.

Four key tasks help human capital leaders communicate a compelling
business case for succession management:

e Identify the “Why”

e Paint the Picture

e Build Creative Tension

e Communicate the Business Case

Following are the tasks for building a compelling business case for
succession management and the questions related to each task.

Use your agency’s strategic plan and strategic human capital plan to
help answer the questions on the following page. If some questions
remain unanswered, consider using interviews or focus groups with
senior leaders to get to the answers.
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Task

Identify the "Why":
Identifying why the
organization needs
succession management

Job Aid: Building a Compelling Business Case for Succession Management (continued)

Key Questions
What are the forces driving the organization to succession
management?

What problem must succession management solve, or
what needs must succession management meet?

How will the organization benefit from succession
management?

Paint the Picture:
Creating a picture of
where the organization
wants to be in the
future and how
succession management
initiatives fit into the
picture

What will the organization look like after implementation
of the succession management plan?

What will members of the organization be doing?

Who will be your customers, and how will succession
management initiatives affect them?

What products and services will your organization
provide, and how will succession management initiatives
affect those products and services?

What new values will the organization need?

Build Creative
Tension: Articulating
the discrepancy
between where
succession management
is now in the
organization and where
it needs to be

What does succession management look like now in the
organization?

What are the significant discrepancies between the future
desired state and the present state?

What must change in order to support the future desired
state?

What should stay the same when the future desired state
is achieved?

Communicate the
Business Case:
Pulling together
information from the
previous tasks to
communicate the
purpose and vision for
change in compelling
ways

How can you build a “sense of urgency” in others about
the need for change in succession management?

What strategies will you use to convey the business case
to the rest of the organization?
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Job Aid: Creating a Participatory Succession Management Infrastructure

Job Aid Overview

Introduction

Experts recommend a participatory approach to succession
management. This job aid describes the rationale for the participatory
approach, five key roles in a participatory approach, what each role
does, and who typically performs the roles.

The Human Capital Assessment and Accountability Framework
(HCAAF) requires agencies to have a human capital planning system
that “promotes alignment” of human capital strategies with agency
mission, goals, and objectives. Building a participatory approach to
human capital planning and execution is a key to success. A “guiding
coalition” is required to promote alignment because human capital
transformation is so difficult to accomplish.

Succession management should be managed by a steering group or
similar collaborative body comprised of a Chief Human Capital Officer
and senior leaders and managers from human resources (including
policy, program, and training representatives) and mission-specific
program areas.

As people participate in the process, they develop a common
consciousness of the situation and begin to “buy in” to the urgency for
change. A participatory approach helps agencies determine the key
committees and teams needed to lead and manage the development
and implementation of the succession management system, as well as
the resources and authorities needed to perform their roles. This
participative approach:

¢ Increases understanding and acceptance of the change.

e Encourages stakeholder involvement in decision making and
problem-solving.

e Generates better ideas and sounder solutions.
e Helps guarantee the necessary “critical mass” of commitment.
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Job Aid: Creating a Participatory Succession Management Infrastructure (continued)

Five Key Roles in a Participatory Succession Management Infrastructure

Role

What

Who

Sponsor: An individual or a
group that acts as a champion
and provides overall vision,
direction, and resource
support in developing and
implementing the plan

Acts as a champion and
provides leadership for
others’ efforts in making
the plan happen

Typically, an individual or
group of leaders from the
executive level, senior
management, and/or the labor
union

Steering Committee: A
high-level decision-making
body that initiates and
oversees the development
and execution of the plan

Develops the plan, ensures
the vision is incorporated
and communicated, and
orients the organization to
the effort

The Chief Human Capital
Officer and a cross-section of
senior representatives from
management, organized labor,
and employees, who should
possess qualities such as
position power, expertise,
credibility, and leadership

Design Team: A group of
individuals responsible for
describing the change in
operational terms

Develops a detailed
blueprint of what the
succession strategies will
look like and an
implementation plan

Individuals from the ranks of
management, supervision, the
union, and employees, who
are selected for their
functional expertise, ability to
influence and work with
others, and knowledge of
organizational processes and
systems

Implementation Team: A
group of individuals
responsible for setting the
change in motion and dealing
with related issues

Determines and carries out
the plan for launching the
change and supporting
people through the
transition

Representatives from the
groups that must carry out the
change

Transition Monitoring
Team: A group that serves
as the people’s voice during
change and transition

Serves as the
organization’s eyes and
ears; assesses how people
are responding to the
change

A group of 7 to 12 people
chosen from as wide a cross-
section as possible, including
the union
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Introduction to Case Examples

In each phase of the SLSM Model, this guide includes a case example from a Federal
Government agency. Many agencies are making exemplary efforts related to succession
management, and these case examples were not selected competitively from among the efforts
of all agencies. These examples demonstrate how agencies have accomplished specific
activities related to the five phases in the succession management process. Two agencies are
represented by two case examples each in different sections of the guide, so readers can see
how different parts of a single agency’s approach relate. A third agency is represented by a
single case example.

Case Example
Creating a Participatory Succession Management Infrastructure
at the Department of Energy

The Department of Energy (DOE) applies several of the key roles in building a participatory
succession management infrastructure.

The role of Sponsor is the foundation for a program that cuts across the entire enterprise. The
Secretary and Deputy Secretary of Energy place great emphasis on the succession management
program. The senior leadership fosters consistent, broad support for succession planning with
common recognition of its importance across the Department. Senior leadership was involved
from the very beginning, and succession management has become part of the culture as a
result.

The staff members in the Human Capital Management Office (HCMO) fill the roles of Steering
Committee and Design Team. The Department takes great pride in the HCMO staff’s
knowledge, background, dedication, and motivation. However, the staff in the HCMO is
overburdened. The volume of work to be done with very tight resources continues to be a
great challenge. Succession management duties compete with other responsibilities for staff
attention.

To set change in motion and deal with related issues, DOE calls on Resource Managers and
Program Heads to serve as the Implementation Team. The Resource Managers are
individuals responsible for the success of the initiatives within each of their areas of
responsibility (e.g., conducting bench strength analysis or promoting intern programs). They
know how to tailor the resources available to meet particular needs (e.g., establishing a pipeline
vs. focusing on leadership needs). Additionally, there is real accountability for implementation
and follow-through. The Program Heads are responsible for meeting the human capital
management objectives. DOE builds the succession management initiative responsibilities into
the performance management program.
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Phase 2. Identify Succession Targets & Analyze Talent Pool

2 Identify Succession Targets
& Analyze Talent Pool
o |dentify Succession Targets
o Analyze Talent Pool
r

* Ongoing Senior Leader
Commitment

* Ongoing Employee Commitment to
Development

» Ongoing Alignment of Program
Goals to Strategic Plan

¢ Ongoing Communication &
Change Management

Introduction This phase covers the workforce planning activities associated with
establishing leadership succession management targets and analyzing talent
pools. Agencies can integrate this phase with human capital planning, or this
phase can flow out of the human capital planning process. In practice, many
agencies will likely conduct strategic alignment activities while beginning to
identify succession targets and developing a succession plan.

Purposes The purposes of this second phase are: (1) to identify succession targets for
key leadership positions across the agency, in terms of numbers of leaders
and desired competencies; (2) identify members of the talent pool (e.g., high
performers and/or high-potential employees); and (3) analyze how well the
current talent pool could fill those targets (i.e., bench strength).
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Purposes
(Continued)

HCAAF
Critical
Success
Factors and
Elements

There are two major activities associated with identifying targets and
analyzing the talent pool:

e Establish Needs and Set Targets — This activity is necessary so the agency
can clearly articulate the number of individuals it needs to prepare for
strategic leadership positions and the competencies the individuals should
pOSSeSS.

e Analyze Talent Pool — This activity is necessary so the agency knows who
is in the leadership talent pool and how the current talent pool measures
up against the established targets.

Together, these two activities help determine how close the agency’s current
talent pool is to meeting the agency’s leadership pipeline needs.

During this phase, the agency analyzes key leadership populations and
establishes targets to address gaps, through workforce analysis and
succession management activities. The following key elements of HCAAF
apply to setting succession targets and analyzing talent pools:

e The agency’s workforce planning system includes a workforce analysis
process for:
- Identifying mission-critical occupations and competencies essential to
achieving goals.
— Analyzing current strengths and weaknesses regarding mission-critical
occupations and competencies.
- Identifying competency gaps and deficiencies, including current and
future competency needs and losses due to voluntary attrition.
- Systematically defining the size of the workforce needed to meet
organizational goals.
e HCAAF also states a requirement for the agency to have a succession
management system based on:
— Accurate data on the current workforce.
- Accurate projections of attrition at all leadership levels.
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Activity Description

Identify Succession
Targets*

* See associated job aid following
this table.

Identifying the agency’s current and projected workforce
needs, at particular points in time, for the key leadership
populations (e.g., aspiring leaders, supervisors, managers,
and executives) and subgroups (e.g., by bureau or
department, Headquarters vs. field, critical vs. noncritical
leadership positions, technical vs. line management);
establishing targets describing the number of critical
leadership positions for which the agency needs qualified
leaders the number of leaders and potential leaders to be
included in development, and the required competencies
for the targeted positions

Information You Need

Steps To Take Results You Will Achieve

Workforce data (attrition,
projected changes, etc.)
including numbers of
employees in leadership
pipeline

Leadership competency
model (based on ECQs
and agency-specific
competencies/skills)

1. Identify the leadership
positions to be analyzed.

Succession management
targets set (i.e., numbers of
leaders needed for critical
leadership roles with
required competencies)

2. Analyze workforce data to
identify shortfalls across
targeted leadership
populations/subgroups by
reviewing:

e Leadership movement
in the organization due
to attrition, promotions,
etc.

e Projected needs
associated with agency
growth or
technological/process
changes.

3. Identify required
competencies for critical
leadership roles.

General, high-level
objectives for succession
management

Identify Succession Targets & Analyze Talent Pool
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Actions Supporting Accomplishment of This Activity:

Identify leadership positions to be analyzed. (See Job Aid: Identify Succession
Targets following this activity table.)

Identify the agency’s key leadership roles/positions across all populations/subgroups
that should be analyzed.

Describe how the agency defines and determines who is in the leadership pipeline/
talent pool (e.g., all employees, volunteers, employees in particular occupational
series, participants in candidate development programs, high performers, employees
with high potential). If applicable, describe the methodologies used to identify high
performers and employees with high potential (e.g., ratings on performance reviews,
recommendations by supervisors, 360-degree assessments, interviews with current
leaders). Consider whether the current approach needs to be changed.

Estimate how many individuals are currently in the leadership pipeline/talent pool for
each subgroup.

Determine the agency’s current “supply” of leaders (i.e., identify who is in the
pipeline and how many are in the pipeline).

Identify the hardest-to-fill leadership positions and the scarce skill sets.

Analyze workforce data.

Determine the agency’s leadership shortfalls in the short and long term across all
populations and subgroups in terms of numbers of potential leaders.

Describe how projected changes in agency size (growth or reduction) may impact
future leadership needs.

Describe how changes in technology or mission-critical processes may impact future
leadership needs.

Estimate the vacancy risk (the risk of critical leadership positions being vacant) and
its potential impact. Describe the potential impact if those critical positions are filled
inappropriately (e.g., through rushed recruitment efforts).

Identify required competencies.

Identify the leadership capabilities (both “people” leadership and technical
leadership) most critical to the agency’s success and at what points they become
critical (i.e., at each level of leadership). Determine the capability gaps between
available leadership and the agency’s needs.

Identify and define the five or six critical leadership competencies for each
leadership level (e.g., supervisor, manager, and executive).

Identify Succession Targets & Analyze Talent Pool
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Associated Activity

Job Aid Overview

Relationship to
Annual HC Report

Job Aid: Identify Succession Targets

Identify Succession Targets

This job aid will guide agencies in using workforce analysis and
leadership competency requirements information to identify
succession targets. After completing this job aid, you will have
identified the number of positions for which vacancies are
projected as well as the competencies most critical to those
positions.

Use of this aid will also allow you to respond to the U.S. Office of
Personnel Management’s (OPM’s) requirements to:
e Report on closure of competency gaps for management
and leadership positions and
e Build sufficient bench strength.

By December 2008, all Federal agencies must meet the same
requirements as agencies scored under the President’s
Management Agenda (i.e., they must submit annual Human
Capital Management Reports with HCAAF Metrics to OPM).

One HCAAF metric focuses on closing competency gaps for
management and leadership positions. To report on this metric,
OPM has prescribed specific charts that must be submitted.

Each of the required charts for this metric is incorporated into this
tool. (The charts included in this tool reflect the current
measurement year. However, they can readily be used to reflect
other measurement periods by simply changing the dates in the
charts.) Consequently, if you follow the steps outlined in this tool,
you will establish succession targets and be prepared to submit
required charts to OPM as part of your annual Human Capital
Management Report.

All OPM-prescribed charts that must be submitted with the annual
Human Capital Management Report (mentioned above and
appearing throughout this job aid) ask for aggregated numbers.
To determine aggregated numbers for your agency, you should
start by identifying the requirements for leadership positions
within agency occupations. You may also want to review agency
leadership requirements related to other factors (e.g., leadership
needs by geographic areas, mission functions, or occupational
specialties).

The separate data by occupation may then be combined to
determine the aggregated numbers for the OPM charts. This tool
illustrates a way for agencies to identify leadership requirements
for specific populations (e.g., by occupation) and aggregate those
requirements for OPM reporting purposes.

Identify Succession Targets & Analyze Talent Pool
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Job Aid: Identify Succession Targets (continued)
Steps To Take Consider the following five steps:

Step | Description

1 Identify the leadership positions to analyze.
2 Collect and analyze attrition data on the targeted positions.

3 Analyze gaps in leadership staffing (i.e., estimate the number of critical
leadership positions projected to be vacant).

4 Set targets for the numbers and types of positions for which the agency needs
effective leaders.

5 Establish competency requirements, including proficiency levels, for targeted
groups.

Each step is described in greater detail below.

Step 1: Identify the leadership positions to analyze, including those for which the agency
anticipates vacancies. This decision will drive the amount and depth of analysis desired.
Consider such things as:

Specific critical positions.

Anticipated new leadership positions.

Positions in mission-critical occupations vs. all occupations.

Levels in the leadership pipeline (i.e., first-line supervisor, manager, and executive).
Grade/band levels.

Locations (headquarters/field).

Organizations (department, bureau).

Example 1 on the following page provides a sample output of Step 1. Example 1 illustrates an
analysis of leadership levels (supervisor, manager, and executive) across occupations.® (For
illustration, only two occupations are shown.) An agency may also want to look at further
demographic breakdowns (e.g., humber of supervisors, managers, and executives by mission
function, years of service, location, etc.). Examples in this job aid as well as other examples in this
guide are illustrative, not prescriptive. Agencies may accomplish the phases and activities
associated with the SLSM Model in ways that best suit their needs.

! While the information developed using this process will help an agency with submitting required Systems,
Standards, and Metrics (SSM) Charts to OPM, the example does not represent an SSM Chart per se.
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Job Aid: Identify Succession Targets (continued)
Example 1. Demographics of Leadership Populations To Be Analyzed

Total . . .
. Supervisor Manager Executive HQ Field
Occupations Leaders A 0 = s -
Onboard # (%) # (%) # (%) # (%) # (%)
Contracting 40 (100%) 26 (65%) 10 (25%) 4 (10%) 8 (20%) 32 (80%)
IT 40 (100%) 30 (75%) 6 (15%) 4 (10%) 10 (25%) 30 (75%)
Etc. for each
occupation
Totals 80 (100%) 56 (70%) 16 (20%) 8 (10%) 18 (22.5%) | 62 (77.5 %)

Agencies need to decide which leadership levels will be included in analyses conducted to determine
succession targets. This may be driven, in part, by the availability of data for each leadership level.
In some instances (depending on the functionalities of an agency’s human resources information
system), agencies may not be able to discretely differentiate between first-level supervisors and
second-level managers. Consequently, they may have to base their succession target analyses on a
current combined pool of managers and supervisors.

With this in mind, agencies should be cognizant of OPM'’s requirement to submit a Leader Resource
Chart? reflecting a one year period from October 1 to September 30. A completed example of this chart
appears below. A blank copy of this chart may be found at Part A near the end of this job aid.

Note that this example assumes it is possible to break down leader resources discretely by

executives, managers, and supervisors but that may not be the case for your agency.

The Leader Resource Chartthat appears at Part A (near the end of this job aid) is a blank copy of
the chart. You can download the Excel® spreadsheet version of this blank chart, with formulas,
from the OPM web site. The actual spreadsheet will calculate staffing gaps and surpluses for you
when you enter your leadership data. All you need to do is complete those cells designated for
agency completion. Note that the example of a completed chart that appears below uses notional
numbers. The numbers and targets in your agency will be different. The numbers and targets will
differ significantly from agency to agency.

In the example below, fictitious Agency XYZ needed 100 Executives on board by the end of the
measurement year. Ninety Executives were on board at the beginning of the year. The agency
expected to lose 10 of the 90 Executives on board by the end of the year, leaving the agency with a
gap of 20 Executives against its requirement of 100 Executives. By the end of five years, the
agency needs to have 110 Executives on board (compared to the current 90). It expects to lose 45
Executives over the course of the five-year period, leaving it with a long-term gap of 65 Executives.
The right side of the chart shows that the agency actually lost 12 Executives during the
measurement year (instead of the 10 projected) and wound up the year with 90 Executives, still 10
short of its current requirement.

% This is an OPM-required SSM Chart that must be submitted annually.
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Job Aid: Identify Succession Targets (continued)

Leader Resource Chart

Agency Name Agency XYZ
Size of Total Agency Workforce 20,000
Start Date of Measurement Year October 1, 2007
End Date of Measurement Year September 30, 2008
Date of Workforce Analysis October 27, 2008
Date of this Report December 15, 2008
Years Agency Uses for Long-Term
Goal 5 Years
Agency Point of Contact (POC) John Smith
OPM Human Capital Officer (HCO) Jane Doe
STARTING POINT (INPUT DATA FROM BEGINNING OF MEASUREMENT YEAR FOR EACH LEADERSHIP LEVEL YOU LIST IN 157 COLUMN) RESULTS ACHIEVED (END OF YEAR DATA)
® © o ( (H) () @ © )
Projecte F) Projected Staffing Gap (- " 2 Actual Was One-Year
'fl'arge! (To Be) Attrition for Ta}rgeted Projected Long-Term )/ Surplus (+) Staffing Gap (-)/ Attrition of Target Met for
or Number of Staffing Gap(-) (E) e G) Surplus (+) to (K) :
B) This Year Attrition for Attrition for to Close by Leaders Closing the
A Leaders Number of (October 1, /Surplus(+) to Target for end of FY2009 Long-Term d of th 4 of Close Long-Term Actual October 1 Gan/Surplus?
Leadership Levels (Staffing Level : Close This Year | Number of Target for enco € enc o by end of FY2013 Number of (October 1, Sap/Surplus? (yes
Leaders On 2007 to (Oct 1, 2008 - FY2013 (Oct FY2009 . 2007 to if 0; no if + result
to Reach by (target as set Leaders to Number of , (Including Leaders On .
: Board as of September Sept 30, 1, 2009 - (Including September and trying to
End of this on October 1, Reach by Leaders to o Attrition) Board on .
M October 1, 30, 2008) 2009)(Enter Sept 30, Attrition) 30, 2008) reduce surplus; no
easurement 2007 Ent 2007) End of Negati Reach by end 2013) (Ent B) + (C) + (F (B)+(C) +(F) + September E " It and tryi
Year) (Enter (B) +(C) - (A) FY2009 egative of FY2013 ) (Enter | (B) + (C) +(F) (H) - (©) 30, 2008 (Enter if-result and trying
Negative Numbers for Negative - (E ' Negative to close gap)
(September 30, b f (calculated A (calculated
2008) Numbers for values) Attrition) Numpers (calculated values) Numpgrs for (K) - (A)
Attrition) for Attrition) values) Attrition) (calculated values)
Executives 100 90 -10 -20 102 -10 110 -25 -32 -65 90 -12 -10
Managers 200 210 -35 -25 198 -35 180 -55 -58 -95 190 -20 -10
Supervisors 250 225 -75 -100 275 -100 350 -150 -225 -450 230 -127 -20
Totals (calculated values) 550 525 -120 575 -145 640 -230 510 -159

Legend:

Enter information about dates and names in the rows at the top of the table. Underlined dates in the table will be entered by the computer program based on what the agency enters at the top of the table.
Enter names of leadership levels on the table's rows. Gaps, attrition, and losses should be shown as negative numbers and surpluses as positive numbers.

Column (A) = projection of leaders needed by end of this measurement year, such as the end of the fiscal year.

Column (B) = the number of leaders on board at the beginning of the measurement year.

Column (C) = the projected attrition the leadership level is expected to experience during the measurement year based on workforce analysis and planning.

Column (D) = the gap (or surplus) between on board leaders (B) and leaders needed this year (A) plus projected attrition for this row (C).

Column (E) = projection of leaders needed by the end of FY 2009.

Column (F) =attrition leadership is expected to experience during FY2009 (Oct 1, 2008 - Sept 30, 2009); this should be based on workforce analysis and planning.

Column (G) = long-term projection of leaders needed by FY 2014.

Column (H) = the long-term attrition leadership is expected to experience by the end of FY2013 (Oct 1, 2009 - Sept 30, 2013); this should be based on workforce analysis and planning.
Column (1) = the gap (or surplus) between on board leaders (B) and leaders needed by FY2009 (E) plus projected attrition (F) for this row.

Column (J) = the gap (or surplus) between on board leaders (B) and leaders needed long-term by the end of FY2013 (G) plus projected long-term attrition (H) for this row.

Column (K) = the actual number of leaders on board at the end of the measurement year.

Column (L) = the actual number of leaders to attrit/separate during the year from the employees in the same column in Row (B) at the end of the measurement year.

Column (M) = the difference between (K) and (A) values for this row; target was met if = 0; if closing a gap, positive number means surpassed target, and negative means under target; if reducing a surplus, negative number means surpassed target, and positive means under target.
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Step 2: Collect and analyze current as well as projected attrition in the leadership populations
selected for analysis. For these purposes, current attrition is defined as any form of
separation (e.g., resignation, retirement, transfer) that occurs during a
particular year. Example 2 provides an example of leadership pipeline attrition across
occupations for a recent year—that is, it shows for the current year how many leaders
from those on board have left the organization. (For illustration, only two occupations
are shown.)

Example 2. Yearly Leadership Attrition Profile
Total Total Leader Supervisor Manager Executive
Occupations Leaders Attrition Attrition Attrition Attrition
On Board # (Attrition %) # (Attrition %) # (Attrition %) # (Attrition %)
Contracting 40 4 (10%) 1 out of 26 (4%) 2 out of 10 (20%) 1 out of 4 (25%)
T 40 10 (25%) 5 out of 30 3 out of 6 (50%) 2 out of 4 (50%)
(16.66%)
Etc. for each
occupation
Totals 80 14 out of 80 6 out of 56 5 out of 16 3 out of 8 (37.5%)
(17.5%) (10.7%) (31.25%)

To determine projected attrition, take the number eligible to retire or otherwise
projected to separate from the agency and compare it to a historical index of the
number who actually leave the agency (for retirement and other types of
separations). Historical information is important, because not all people retire once they
become eligible, and trends affecting other types of separations may also be noted.
Regarding retirement, for instance, if 10 employees are eligible to retire in a given year and
historically 50 percent of those eligible actually retire, then the projected attrition would be 5
employees. Example 3 depicts projected leadership pipeline attrition across occupations.
(For illustration, only two occupations are shown.)

Example 3. Projected Leadership Bench Strength Attrition Across Occupations

Executives = 1

Executives = 0

Occupations Year 1 Year 2 Year 3
Supervisors = 1 Supervisors = 2 Supervisors = 3
Financial Managers = 2 Managers = 2 Managers = 3
Management 9ers = 9ers = 9ers =

Executives = 2

Human Resources

Supervisors = 10
Managers = 2

Executives = 0

Supervisors = 15
Managers = 4
Executives = 1

Supervisors = 20
Managers = 6
Executives = 2

Etc. for each
occupation

Totals

Supervisors = 11
Managers = 4

Executives = 1

Supervisors = 17
Managers = 6
Executives = 1

Supervisors = 23
Managers = 9

Executives = 4
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Job Aid: Identify Succession Targets (continued)

In this analysis, agencies would also need to account for and explain any factors that would
affect these projections, such as anticipated growth in the organization, reductions in force,
other trends, and assumptions.

Step 3:  Analyze gaps (i.e., the number of critical leadership positions expected to open up and
for which the agency needs qualified leaders). As in Step 2, the agency should account
for trends and assumptions around anticipated growth, reductions in the workforce,
changes in the organization, etc.

Case 1: Aggregated Levels Analysis (based on Example 3)

Executive: One-third (33 percent) of the SES population in each occupation will
become retirement eligible in the next 3 years, and approximately 50
percent of those eligible have been retiring in the year they become
eligible. At the beginning of the year, there were 20 SES positions in
Financial Management and 20 SES positions in Human Resources.

Over the next 3 years, 3 SES positions in each of the two occupations are
projected to become vacant, or about 1 annually in each occupation. The
agency based this determination on retirement eligibility tempered by
historical trends.

Case 2: Occupation Analysis (based on Example 3)

Human Resources: In the next 3 years, projected attrition will require replacement
of three executives, 12 managers, and 45 supervisors.
Leadership succession management should be a priority for this
occupation.

Step 4:  Set targets for the number and type of leadership positions for which leaders are
needed. The analysis of the example tables can help to establish targets across levels in
the pipeline (i.e., supervisors, managers, and executives) as well as across occupations
(e.g., Human Resources, Contract Specialists, and Information Technology).

In setting targets, the agency needs to determine its ideal ratio of candidates to projected
open leadership positions—in other words, the number of people the agency wants

to have ready to step into a given leadership position (e.g., a 2:1 ratio means the

agency wants to have two candidates ready at any point in time to step into a given
leadership position). This ratio will vary from agency to agency and may also vary

within agency departments, divisions, etc.

For example, if there are 12 open supervisory positions projected and the agency has a 2:1 ratio,
then the target is 24 candidates ready to step into supervisory positions.

Agencies should be cognizant of OPM’s requirement to submit a Leader Bench Strength
Resource Chart, reflecting a one-year period from October 1 to September 30. A completed
example of this chart appears below. The example assumes a 1-to-1 bench strength

ratio (i.e., there will be the same number of individuals
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Job Aid: Identify Succession Targets (continued)

fully prepared to assume leadership as there are leadership positions in the agency).

A blank copy of this chart may be found at Part B near the end of this job aid.

Note that this chart applies only to those supervisors, managers, and executives who
have already attained appropriate competencies. Similar to the Leader Resource Chart,
it is assumed it is possible to break down leader resources discretely by executives,
managers, and supervisors, which may not be true for every agency.

The Leader Bench Strength Resource Chart that appears at Part B (near the end of this
job aid) is a blank copy of the chart. You can download the Excel® spreadsheet version
of this blank chart, with formulas, from the OPM web site. The actual spreadsheet will
calculate bench strength gaps and surpluses for you. All you need to do is complete
those cells designated for agency completion. Note that the example of a completed
chart that appears below uses notional numbers. The numbers and targets in your
agency will be different. The numbers and targets will differ significantly from agency to
agency.

In the example below, fictitious Agency XYZ needs to have 110 Executives on board by

the end of five years. Its current bench strength goal is 110, but it only has 105
employees “on the bench.” This leaves the agency with a gap of 5. Note that this chart
includes a section for recording the results achieved by the end of the measurement year.
Using the example, Agency XYZ's Executive Bench Strength at the end of the measurement
year is 80, meaning that it has a gap of 30 in its bench strength, since its goal was to have
a bench strength of 110 by the end of the year.
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Agency Name

Leader Bench Strength Resource Chart

Size of Total Agency Workforce

Star te of Measurement Year

End Date of Measurement Year

Date of Workforce Analysi:

Date of this Report

Agency XYZ

20000

October 1, 2007

September 30, 2008

October 27, 2008

December 15, 2008

Years Agency Uses Long-Term Goal 5 Years
Agency Point of Contact (POC John Smith
OPM Human Capital Officer (HCO) Jane Doe
ST
STARTING POINT (INPUT DATA FROM BEGINNING OF ME/?:SC;JLTJE\AMNE)NT YEAR FOR EACH LEADERSHIP LEVEL YOU LIST IN 1 RESULTS ACHIEVED (END OF YEAR DATA)
® (T)
© N © Gap (-)/ Surplus (+) ® © G?f)(g’e 3‘5’2;“5 "
Leadershlp Levels Lﬂgg}]’ﬁ:ﬂ)zﬁget S(I‘Jr?eﬁl ft?wrl\?fr?qz}‘ér Bench Strength Sizw?ﬁ'gﬂz{";zd Current Bench Targeted Bench Bench Strength Bench Strength Bench Strength Ratio
9 Number of 9 Strength Ratio Strength Ratio Number of Goal and Current as of September 30,
Leaders to Reach of Employees (goal Current Bench
Employees as of (0)/(G) (N)/(G) Employees as of Bench Strength 2008
by end of FY2013 as of October 1, October 1, 2007 Strength Calculated val Calculated val s ber 30. 2008 .y b )/ (G
(Calculated value) 2007) ctober 1, 0) - (N) (Calculated value) (Calculated value) eptember 30, as 030 ezpotglsﬂ er (S)/(G)
Calculated value; .
( ) -0
Executives 110 110 105 -5 0.95 1.00 80 -30 0.73
Managers 180 180 225 45 1.25 1.00 175 -5 0.97
Supervisors 350 350 265 -85 0.76 1.00 150 -200 0.43
Totals (calculated value): 640 640 595 405

Legend:

Enter information about dates and names in the rows at the top of the table. Other dates in the table will be entered by the computer program based on what the agency enters at the top of the table.
The program will copy names of leadership levels on the table's rows from the Leadership Resource Chart. Gaps, attrition, and losses should be shown as negative numbers and surpluses as positive numbers.
Column (G) = long-term projection of leaders needed by leadership levels. The program will copy this from the Leadership Resource Chart.

Column (N) = the targeted number of employees to have as bench strength for a leadership level (target as of the beginning of the year).

Column (O) = the number of employees counted as bench strength for a leadership level, as of the beginning of the year.

Column (P) = the difference between (O) and (N) values for this row.

Column (Q) = the ratio of the number of employees counted as bench strength at the beginning of the year (O) to the number of leaders needed long-term (G).

Column (R) = the goal for the bench strength ratio; the number of leaders the agency wants as bench strength (N) per each leadership position needed long-term (G).

Column (S) = the actual number of employees counted as bench strength for a leadership level at the end of the measurement year as measured at the end of the year.

Column (T) = the difference between (S) and (N) values for this row (i.e., gap to close long-term).

Column (V) = the ratio of the number of employees counted as bench strength at the end of the year (S) to the number of leaders needed long-term (G).
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Job Aid: Identify Succession Targets (continued)

Step 5: Establish competency requirements for targeted groups. Competency requirements
provide a profile of the level of proficiency needed in critical competencies for the
targeted leadership role. Competency requirements help to define the knowledge and
skill set (as well as types of experiences) needed in the targeted leadership role. A
variety of proficiency scales can be used to establish proficiency requirements.

Examples of Proficiency Scales

3-Level Scale 4-Level Scale 5-Level Scale FCAT-M Scale®
Basic Proficiency Below Average Awareness Not Needed
Proficient Average Basic Awareness
Advanced Proficiency | Above Av_erage Intermediate Basic _
Outstanding Intermediate
Advanced Advanced
Expert Expert

These requirements collectively provide a competency profile of the targeted positions in the
leadership pipeline. Agencies collect this type of information most often through an
assessment process by managers of individuals in targeted positions, with the required
proficiency determined as an average of the responses. The identification of the required
level of proficiency on leadership competencies enables the organization to not only describe
a profile of the targeted positions but also identify and prioritize gaps in its current
workforce.

¥ The Federal Competency Assessment Tool — Management (FCAT-M) is a web-based instrument agencies can
use to determine the skill level of managers, supervisors, and other leaders. Agencies may use the results of
these assessments in a number of ways, including supporting their succession management strategies and
leadership development programs.
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Example 4 illustrates the competency requirements for the three levels of leaders in the
pipeline across critical occupations. (For illustration, only one occupation is shown.)

Example 4. Required Competency Proficiency Levels* Across

Leadership Positions and Occupations

Occupation: Occupation: )
Competency Contracting i Etc. for other occupations
Supervisor = 3.0 Supervisor = 3.0 Supervisor =
Influencing/ _ _ _
Negotiating Manager = 3.75 Manager = 3.0 Manager =
Executive = 4.50 Executive = 4.0 Executive =

Accountability

Supervisor = 3.5
Manager = 4.50
Executive = 4.75

Supervisor = 3.0
Manager = 3.75
Executive = 4.50

Supervisor = 3.0

Supervisor = 3.0

Strategic Thinking Manager = 4.25 Manager = 3.50
Executive = 4.75 Executive = 4.50
Supervisor = 3.0 Supervisor = 3.0
Leveraging _ _
Diversity Manager = 4.50 Manager = 3.75
Executive = 4.75 Executive = 4.50
Supervisor = Supervisor =
Etc. for each _ _
Manager = Manager =
competency
Executive = Executive =

Agencies should be cognizant of OPM’s requirement to submit a Competency Profile Chart

for Leadership Levels® included in the analysis (e.g., supervisor, manager, and executive)
reflecting a one year period from October 1 to September 30. A completed example of this chart
appears below — reflecting the expectations at the beginning of the measurement year and

the results achieved during the measurement year. A blank copy of the chart may be found

at Part C near the end of this job aid.

The Competency Profile Chart for Leadership Levels that appears at Part C (near the end of
this job aid) is a blank copy of the chart. You can download the Excel® spreadsheet version
of this blank chart, with formulas, from the OPM web site. The actual spreadsheet will
calculate competency gaps and surpluses for you. All you need to do is complete those cells
designated for agency completion. Note that the example of a completed chart that appears
below uses notional numbers. The numbers and targets in your agency will be different.
The numbers and targets will differ significantly from agency to agency. The example below
shows data for the Executives at fictitious Agency XYZ. It shows their proficiency in
interpersonal skills, which is a fundamental competency for Executives according to OPM.®

* Assumes a 5-point proficiency scale.

> This is an OPM-required SSM Chart that must be submitted annually.

® OPM indicates competencies are the personal and professional attributes that are critical to successful
performance in the Senior Executive Service (SES). The fundamental competencies are the attributes that serve
as the foundation for each of the Executive Core Qualifications. Experience and training that strengthen and
demonstrate the competencies will enhance a candidate’s overall qualifications for the SES.
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Fictitious Agency XYZ needs 100 Executives at an Expert level in interpersonal skills, but the
Agency only has 90. Consequently, the Agency has a gap to fill in the interpersonal skills
competency. The Agency will also have a gap in this competency among its Executive Corps
over the longer haul (i.e., a five-year period) unless it acts to fill the competency gap. In the
two columns at the far right, the chart shows that Fictitious Agency XYZ was not able to
close the competency gap completely for its current Executive Corps in interpersonal skills by
the end of the measurement year. If it does not act effectively, the Agency will continue to
experience a gap in this competency.
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Competency Profile Chart for Leadership Levels

Agency Name Agency XYZ
Size o tal Workforce
Name of Leadership Level Executive
Start Date of Measurement Year October 1, 2007
End Date of Measurement Year September 30, 2008
Date of Workforce Analysis October 29, 2008
Date of this Report December 15, 2008
Years Agency Uses for Long-Term
Goal 5 Years
Agency Point of Contact (POC) John Smith
OPM Human Capital Officer (HCO) Jane Doe
STARTING POINT (INPUT DATA FROM BEGINNING OF MEASUREMENT YEAR FOR EACH COMPETENCY YOU LIST IN 157 COLUMN) RESULTS ACHIEVED (END OF YEAR DATA)
" ® o ® 0
A Targete: As Ison Was One-Year Target
One-Year Target As is;()r:)?ithoeber ©) Competency ® (H) 0 Com (Je)tenc September 30, Met for Closing
(To Be) for Numbér of Projected Gap/Surplus to Target for (3] (G) Projected Long- Competenc Gap o y 2008, the Actual Competency
Number of Attrition for Close This Year, 9 Projected Attrition Long-Term Goal Term Attrition for P! Y P Number of Gap/Surplus? (Target
Leaders h N Number of Gap/Surplus to | Surplus (+) to 3 A
Leaders Who This Year Including for End of FY2009 for Number of End of FY2013 Leaders on met if 0. If closing a gap,
s Currently on . Leaders Who . Close by the Close Long- o
Critical Competenc Need the (October 1, Projected from Leaders with Leaders Who (Oct 1, 2009 - Board Who are positive number means
p y - Board who P Need the : N end of FY2009 | Term by End
Proficiency Level : 2007 to Attrition (A this Competency Need this Sept 30, 2013) A At or Above the surpassed target, and
f Possess this s Proficiency e . (Including of FY2013 " : !
Indicated in the e September positive number Proficiency Level Proficiency Level from Leaders o . Proficiency Level negative means did not
Proficiency Level N N Level in the Attrition) (Including
Row on the n 30, 2008) is asurplus; a : (Oct 1, 2008 - Sept on this with This o They Need meet target. If reducing a
According to the : Row for this B)+(©C)+(F) - Attrition) A s
Competency by (Enter negative number 30, 2009) (Enter Competency by Proficiency Level According to the surplus, negative
- One-Year Target - h Competency by - (E) (B) +(C) + (F)
the End of This for the Negative isagap. If0, the End of Negative Numbers the End of (Enter Negative (calculated +(H) - (G) One-Year Target number means
Measurement Competency and Numbers for there is no gap or FY2009 for Attrition) FY2013 Numbers for value) (calculated for the surpassed target, and
Year (September are Apt or A%ove Attrition) surplus.) . Attrition) value) Competency positive means did not
30, 2008) this Level (B)+(C) - (A) Proficiency Level meet target.)
(calculated value) in the Row K) - (A)
Interpersonal Skills
Awareness 0 0 0 0 0 0 0 0 0 0 0 0
Basic 0 0 0 0 0 0 0 0 0 0 0 0
Intermediate 0 0 0 0 0 0 0 0 0 0 0 0
Advanced 0 0 0 0 0 0 0 0 0 0 0 0
Expert 100 90 -10 -20 102 -10 110 -25 -32 -65 95 -5
Competency Not Applicable/Not
Needed
Totals for this Competency:
(calculated value) 100 90 -10 -20 102 -10 110 -25 -32 -65 95 -5

Legend:

Enter information about dates and names in the rows at the top of the table. "[DATE?]" in the table's column headings will be entered by the computer program based on what the agency enters at the top of the table.

Enter the name of the leadership level (e.g., Supervisors) on the "Name of Leadership Level" row at the top of the table.

Gaps, attrition and losses should always be entered as negative numbers and surpluses as positive numbers.

Column (A) = enter the one-year target or level for the number of leaders in this leadership level who need the proficiency level indicated on the row heading for the critical competency you entered in the row "Competency Name Here".

Column (B) = enter the number of leaders in this leadership level who possess this proficiency level on this competency to do their work who are at or above that proficiency level. These must be the same people counted in Column (A) on the same row.
Column (C) = enter the number of leaders in this leadership level expected to attrit/separate during the year from the employees in the same row in Columns (A) and (B). Cells will turn red if positive values are entered.

Column (D) = the computer program will calculate the gap or surplus between the one-year goal and the number on board with the needed proficiency level on this row for the competency after projected attrition.

Column (E) = enter the FY2009 target for the number of leaders in this leadership level who are needed with the proficiency level for this row for this critical competency.

Column (F) = enter the projected FY2009 (Oct 1, 2008 - Sept 30, 2009) attrition from leaders in this leadership level with the proficiency level shown at the beginning of this row for this competency. Cells will turn red if positive values are entered.
Column (G) = enter the long-term target (FY2013) for the number of leaders needed with the proficiency level shown at the beginning of this row on this critical competency.

Column (H) = enter the projected long-term (Oct 1, 2009 - Sept 30, 2013) attrition from leaders with the proficiency level shown at the beginning of this row for this competency. Cells will turn red if positive values are entered.

Column (1) = the computer program will calculate the gap or surplus between the FY2009 target and number on board with the needed competency level for this row including effect of FY2008-2009 attrition.

Column (J) = the computer program will calculate the gap or surplus between the long-term (FY2013) target and the number on board with the needed competency level as of the end of the year.

Column (K) = enter the number of leaders at the end of the measurement year who need the proficiency level shown in this row and who are at or above this proficiency level on this competency.

Column (L) = the computer program will calculate the gap or surplus between the one-year target (e.g., FY2008) and the number on board with the needed competency level as of the end of the year. Note that Column (L) values do not include projected long-term attrition.
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Strategic Leadership Succession Management Model

Job Aid: Identify Succession Targets (continued)

Leader Resource Chart

Agel Name

Size of Total Agency Workforce

Start Date of Measurement Year

End Date of Measurement Year

Date of Workforce Analysis

Date of this Report

Years Agency Uses for Long-Term
Goal

Agency Point of Contact (POC)

OPM Human Capital Officer (HCO)

Leadership Levels

5 Years
STARTING POINT (INPUT DATA FROM BEGINNING OF MEASUREMENT YEAR FOR EACH LEADERSHIP LEVEL YOU LIST IN 157 COLUMN) RESULTS ACHIEVED (END OF YEAR DATA)
) ) (M)
® ©) (H) ( -
©) (F) : Staffing Gap Staffing Gap (-)/ Was One-Year
Tgrget (To Projected Targeted Projected Projected (-)/ Surplus (+) Surplus (+) to (L) Target Met for
e) for Staffing Gap(-) n (G) Long-Term N - :
Attrition for (E) Attrition for o to Close by Close Long (K) Actual Attrition Closing the
Number of (B) This Vi ISurplus(+) to T f d of FY2000 Long-Term Attrition for h d of b dof | f d lus?
Leaders Number of is Year Close This arget for end o Target for end of FY2013 theend o Term by end o Actual of Leaders Gap/Surp us? (yes
- ([DATE?] to Number of (Oct 1, 2008 - FY2009 FY2013 Number of ([DATE?] to if 0; no if + result
(Staffing Level Leaders On > Year (target as Number of (Oct 1, 2009 - N > .
[DATE?]) Leaders to Sept 30, (Including (Including Leaders On [DATE?]) (Enter and trying to
to Reach by Board as of (Enter seton Reach by End 2009)(Enter Leaders to Sept 30, 2013) Attrition) Attrition) Board on Negative reduce surplus; no
End of this [DATE?] ° [DATE?]) ¥ Reach by end (Enter 9 ! plus; 1
? -
M Negative of FY2009 Negative (B)+(C) + (F) (B)+(C)+(F) + [DATE?] Numbers for if - result and trying
easurement (B)+(C)-(A) of FY2013 Negative R K n
Numbers for Numbers for E, H) - (G) Attrition) to close gap)
Year) Attrition) (calculated Attrition) Numbers for (calculated (calculated (K) - (A)
([DATE?]) value) Attrition)
value) value) (calculated value)

Total (calculated value)s

Legend:

Enter information about dates and names in the rows at the top of the table. Underlined dates in the table will be entered by the computer program based on what the agency enters at the top of the table.

Enter names of leadership levels on the table's rows. Gaps, attrition, and losses should be shown as negative numbers and surpluses as positive numbers.

Column (A) = projection of leaders needed by end of this measurement year, such as the end of the fiscal year.

Column (B) = the number of leaders on board at the beginning of the measurement year.

Column (C) = the projected attrition the leadership level is expected to experience during the measurement year based on workforce analysis and planning; cells will turn red if positive values are entered.

Column (D) = the gap (or surplus) between on board leaders (B) and leaders needed this year (A) plus projected attrition for this row (C).

Column (E) = projection of leaders needed by the end of FY 2009.

Column (F) =attrition leadership is expected to experience during FY2009 (Oct 1, 2008 - Sept 30, 2009); this should be based on workforce analysis and planning; cells will turn red if positive values are entered.

Column (G) = long-term projection of leaders needed by FY 2014.

Column (H) = the long-term attrition leadership is expected to experience by the end of FY2013 (Oct 1, 2009 - Sept 30, 2013); this should be based on workforce analysis and planning; cells will turn red if positive values are entered.

Column (1) = the gap (or surplus) between on board leaders (B) and leaders needed by FY2009 (E) plus projected attrition (F) for this row.

Column (J) = the gap (or surplus) between on board leaders (B) and leaders needed long-term by the end of FY2013 (G) plus projected long-term attrition (H) for this row.

Column (K) = the actual number of leaders on board at the end of the measurement year.

Column (L) = the actual number of leaders to attrit/separate during the year from the employees in the same column in Row (B) at the end of the measurement year.

Column (M) = the difference between (K) and (A) values for this row; target was met if = 0; if closing a gap, positive number means surpassed target, and negative means under target; if reducing a surplus, negative number means surpassed target, and positive means under target.
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Strategic Leadership Succession Management Model

Job Aid: Identify Succession Targets (continued)

Agency Name

Leader Bench Strength Resource Chart

Size of Total Agency Workforce

St te of Measurement Year

End Date of Measurement Year

Date of Workforce Analysis

Date of this Report

Years A cy Uses

Long-Term Goal

Agency Point of Contact (POC)

OPM Human Capital Officer (HCO)

5 Years

STARTING POINT (INPUT DATA FROM BEGINNING OF MEASUREMENT YEAR FOR EACH LEADERSHIP LEVEL YOU LIST IN 1"TCOLUMN)

RESULTS ACHIEVED (END OF YEAR DATA)

(G)

(P)
Gap (-)/ Surplus (+)

(T)
Gap (-)/ Surplus

i - (N) (©) Q R (s) (+) Between (L)
Leadershlp Levels Lofng Term Target Goal for Bench Bench Strength Between Bench Current Bench Targeted Bench Bench Strength Bench Strength Bench Strength Ratio
or Number of h Numb Number of Strength Goal and h : h A ber of | and 5
Leaders to Reach Strength Number umber o Current Bench Strength Ratio Strength Ratio Number o Goal and Current as of [DATE?]
by end of FY2013 of Employees (goal Employees as of Strength ©)/(©G) (N)/(G) Employees as of Bench Strength (S)/(G)
(calculated value) as of [DATE?]) [DATE?] ©)-N (calculated value) (calculated value) [DATE?] as of [DATE?] (calculated value)

) - (N

(calculated \Balue) S )
(calculated value)

Total (calculated value)s

Legend:

Enter information about dates and names in the rows at the top of the table. Other dates in the table will be entered by the computer program based on what the agency enters at the top of the table.
The program will copy names of leadership levels on the table's rows from the Leadership Resource Chart. Gaps, attrition, and losses should be shown as negative numbers and surpluses as positive numbers.
Column (G) = long-term projection of leaders needed by leadership levels. The program will copy this from the Leadership Resource Chart.

Column (N) = the targeted number of employees to have as bench strength for a leadership level (target as of the beginning of the year).

Column (O) = the number of employees counted as bench strength for a leadership level, as of the beginning of the year.

Column (P) = the difference between (O) and (N) values for this row.

Column (Q) = the ratio of the number of employees counted as bench strength at the beginning of the year (O) to the number of leaders needed long-term (G).

Column (R) = the goal for the bench strength ratio; the number of leaders the agency wants as bench strength (N) per each leadership position needed long-term (G).

Column (S) = the actual number of employees counted as bench strength for a leadership level at the end of the measurement year as measured at the end of the year.

Column (T) = the difference between (S) and (N) values for this row (i.e., gap to close long-term).

Column (V) = the ratio of the number of employees counted as bench strength at the end of the year (S) to the number of leaders needed long-term (G).

Identify Succession Targets & Analyze Talent Pool 43



Part C of Identify Succession Targets Job Aid: Blank Chart

Strategic Leadership Succession Management Model

Job Aid: Identify Succession Targets (continued)

Agency Name
Size of Total Workforce

Name of Leadership Level

End Date of Measurement Year

Date of Workforce Analysis

Date of this Report

Years Agency Uses for Long-Term Goal
Agency Point of Contact (POC)

OPM Human Capital Officer (HCO)

Critical Competency

Competency Name Here

Competency Profile Chart for Leadership Levels

5 Years

STARTING POINT (INPUT DATA FROM BEGINNING OF MEASUREMENT YEAR FOR EACH COMPETENCY YOU LIST IN 1°" COLUMN)

RESULTS ACHIEVED (END OF YEAR DATA)

(A)
One-Year Target (To
Be) for Number of
Leaders Who Need
the Proficiency
Level Indicated in
the Row on the
Competency by the
End of This
Measurement Year
([DATE?])

()

As Is on [DATE?],
the Number of
Leaders Currently
on Board who
Possess this
Proficiency Level
According to the
One-Year Target for
the Competency
and are At or Above
this Level

©
Projected
Attrition for
This Year
([DATE?] to
[DATE?))
(Enter
Negative
Numbers for
Attrition)

()

Targeted Competency
Gap/Surplus to Close
This Year, Including
Projected Attrition (A
positive number is a

surplus; a negative
number is agap. If 0,

there is no gap or

surplus.)
(B)+(C)- (A

(calculated value)

(E)
Target for
Number of

Leaders Who
Need the
Proficiency Level
in the Row for
this Competency
by the End of
FY2009.

F)
Projected Attrition
for End of FY2009
from Leaders with
this Competency
Proficiency Level
(Oct 1, 2008 - Sept

30, 2009) (Enter
Negative Numbers
for Attrition)

©)
Long-Term
Goal for
Number of
Leaders Who
Need this
Proficiency
Level on this
Competency by
the End of
FY2013

(H)
Projected Long-
Term Attrition for
End of FY2013 (Oct
1, 2009 - Sept 30,
2013) from Leaders
with This
Proficiency Level
(Enter Negative
Numbers for
Attrition)

(0]
Competency
Gap/Surplus to
Close by the end of
FY2009 (Including
Attrition)
(B)+(©C)+(F)-(B)
(calculated
value)

)
Competency Gap (-)/
Surplus (+) to Close

Long-Term by End
of FY2013 (Including
Attrition)
B)+(C)+ (F)+(H)-
(G)

(calculated
value)

(K)

As Is on [DATE?], the
Actual Number of
Leaders on Board

Who are At or Above

the Proficiency Level

They Need According

to the One-Year
Target for the
Competency

Proficiency Level in

the Row

(L)

Was One-Year Target Met for
Closing Competency
Gap/Surplus? (Target met if 0. If
closing a gap, positive number
means surpassed target, and
negative means did not meet
target. If reducing a surplus,
negative number means
surpassed target, and positive
means did not meet target.)

(calculated value)

Awareness

Basic

Intermediate

Advanced

Expert

Competency Not Applicable/Not Needed

Totals for this Competency (calculated
value):

Competency Name Here

Awareness

Basic

Intermediate

Advanced

Expert

Competency Not Applicable/Not Needed

Totals for this Competency:

Competency Name Here

Awareness

Basic

Intermediate

Advanced

Expert

Competency Not Applicable/Not Needed

Totals for this Competency (calculated
value):

Competency Name Here

Awareness

Basic

Intermediate

Advanced

Expert

Competency Not Applicable/Not Needed

Totals for this Competency (calculated
value):

Legend:

Enter information about dates and names in the rows at the top of the table. "[DATE?]" in the table's column headings will be entered by the computer program based on what the agency enters at the top of the table.
Enter the name of the leadership level (e.g., Supervisors) on the "Name of Leadership Level" row at the top of the table.
Gaps, attrition and losses should always be entered as negative numbers and surpluses as positive numbers.

Column (A) = enter the one-year target or level for the number of leaders in this leadership level who need the proficiency level indicated on the row heading for the critical competency you entered in the row "Competency Name Here".

Column (B) = enter the number of leaders in this leadership level who possess this proficiency level on this competency to do their work who are at or above that proficiency level. These must be the same people counted in Column (A) on the same row.
Column (C) = enter the number of leaders in this leadership level expected to attrit/separate during the year from the employees in the same row in Columns (A) and (B). Cells will turn red if positive values are entered.

Column (D) = the computer program will calculate the gap or surplus between the one-year goal and the number on board with the needed proficiency level on this row for the competency after projected attrition.

Column (E) = enter the FY2009 target for the number of leaders in this leadership level who are needed with the proficiency level for this row for this critical competency.
Column (F) = enter the projected FY2009 (Oct 1, 2008 - Sept 30, 2009) attrition from leaders in this leadership level with the proficiency level shown at the beginning of this row for this competency. Cells will turn red if positive values are entered.
Column (G) = enter the long-term target (FY2013) for the number of leaders needed with the proficiency level shown at 