Memorandum


To:
Leadership Team
From:
Sharon Ofuani, Director, Equity and Workforce Development

Date:
February 25, 2008

Re:
City Manager’s New Year’s Resolutions (2008) #4
In accordance with the direction provided by the City Manager in the 2008 New Year’s Resolutions, regarding succession planning, the following information is provided.
 

As so directed, the Department Director, in conjunction with the respective Assistant City Manager (ACM), should identify positions in the division for short-term succession planning purposes. The positions to be identified are the Department Director and the Assistant Director.

Department Succession Chart ---Attachment A
Once the positions have been identified, please select at least two (2) candidate prospects for each job, if possible. In identifying the prospects, note that this is an opportunity to take into account diversity issues. The employees you identify for this initiative should be within 1-2 years of being job ready. As you consider job readiness for these employees, take into account the following:

1. consider what your area will look like in three to five years; 

2. what your leaders will be doing then;  

3. the future potential of the employee, and 

4. what knowledge, skills, or abilities the employee currently possesses and what will be needed in the future. 

We have developed a succession chart (see attached) for gathering the necessary information. Each department should complete the referenced document with the requested information for positions, incumbents and potential successors.

Employee Training and Development Plan (ETDP)—Attachment B

For each candidate prospect, the supervisor/manager is required to assist with the structuring of a training and development plan. It will serve as a  “roadmap” of source, outlining the preparation needed by the employee. A copy of the form is attached which can be completed electronically and can be accessed on our webpage.
When completing the ETDP, please note it should be for no more than one year in duration. For areas for development, please include a minimum of 3-5 significant training and development goals that the employee can achieve within the referenced timeframe. 

Included in the training and development plan are feasible developmental solutions/activities/actions that can be selected by checking the appropriate box and providing explanatory comments. EWD will assist in creating the plans for the identified employees. The selected solutions/activities/actions should correlate to the need of the employee. 
Also, note that the activity, which specifies that the employee serve for one month in the entire job capacity, is optional but highly encouraged. This should only occur when it has been deemed that employee is fully ready. 

Further, managers are required to conduct 60-day progress debriefings with employees. It is important to monitor and track a participant’s progress throughout the initiative and make appropriate adjustments as need.

Participation Agreement---Attachment C

Lastly, there are some concrete terms that an employee must review and affirm by agreement during this process of development, while maintaining his/her current position. The information is included in the agreement form.

Please submit your entire plan and forms to your ACM and EWD by March 31, 2008.

Thank you for cooperation and if you have questions or need additional information, do let us know by email or phone 8290.

� “4.Each Department Director will, in conjunction with their Assistant City Manager, Human Resources and Equity and Workforce Development Departments, submit a short term succession plan, identifying candidate prospects for growth within the department and a training development plan for those candidates.”








