Steps to Workforce and Succession Planning (WSP)

There are many WSP models being utilized, all with slight variations. There are however, several steps that exist in the majority of models. When approaching WSP, there is a tendency to make assumptions about the problem and turn immediately to developing solutions. However, organizations need both accurate data and a vision for the future before moving to the solutions phase of the process, or the solutions may be ineffective. Please see Appendix B. Workforce and Succession Planning Model for detailed information on WSP steps.

The following is a brief description of these 10 steps:

1. Context– The first issue to is to determine what affects WSP efforts. The department’s vision, goals, and strategic plans can be utilized as a good starting point. Additionally, to facilitate this discussion, some organizations conduct a SWOT (strengths, weaknesses, opportunities and threats) analysis. 

2. Scope– The purpose of this step is to determine the nature and scale of WSP efforts. The scope should be focused, manageable, and set within a reasonable time period. It is often determined by the top management of the organization. 

3. Work– Next, a determination must be made about what work will need to be done within the time period of the project, that is, if current tasks, activities, and functions will change in response to technology, legal mandates, and other external forces. It is important to focus on the functions that must be completed, rather than the people doing the work. 

4. Demand– This next step will ascertain what staff will be needed to perform the functions as identified within the scope. An analysis will be made regarding competencies needed and the number of positions needed to accomplish the work.

5. Supply– The purpose of the next step is to identify what candidates will be available. Profile the current workforce and determine the supply, based upon the scope and needed competencies.  

6. Gap Analysis– The gap analysis is crucial to determine what the needs will be by comparing the demand with the supply to determine the gaps that need to be addressed. This is a two-step process to identify where the candidates will come from and then determine the gaps between demand and supply.

7. Priorities– This step may be one of the most difficult to accomplish. The purpose is to look objectively, and determine which staffing gaps will have the most impact on the department’s ability to achieve its goals.  

8. Solutions– The solutions step comes next—developing solutions to meet the staffing needs based upon the Priorities. Consider staff resources and other costs associated with addressing the issue.

9. Success Measures– Success measures are critical to establish before the implementation of any strategies begin. Success measures determine if the WSP strategy is working. 

10. Implement, Monitor, Evaluate & Improve– This is a multi-step process and involves implementing the strategies, monitoring and evaluating the program and results, and where necessary, modifying the strategies. The WSP plan should be constantly reviewed and revised – as some issues are addressed, new issues may arise. 
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