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www, broward.edu

Manage Succession Plans

PURPOSE

The purpose of this job aid is to assist managers in establishing and viewing
Succession Plans for approved positions within their Divisions and or
Departments.

Succession Planning is a process for identifying and developing internal
employees with the potential to fill key positions in the College. Succession
Planning increases the availability of experienced and capable employees that are
prepared to assume these roles as they become available.

Taken narrowly, "replacement planning’ for key roles is the heart of succession
planning. Effective succession or talent-pool management builds a series of
feeder groups up and down the entire leadership pipeline for possible progression.

Succession Planning focuses on identifying specific candidates for projected or
vacant College Administrator, PTS Management or PTS Non-management
positions. If you have any questions during the process, please contact Employee
Relations.

TASKS IN THIS JOB AID

Locate the Manage Succession Plan Task

Set up a Succession Plan

Add Candidates to a Succession Plan and Evaluate Readiness

Manage and View Succession Plans by Position

Manage and View All Active Succession Plans

View the Talent Management Dashboard Function
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Locate the Manage Succession Plan Task

Step 1 To establish, manage and view succession plans, managers
should locate the “Talent” worklet displayed on their Home Page.

NOTE: If there is no “Talent” worklet on your Home Page > follow the
“Configure Worklets” Workday Job Aid located at:

https://broward.adobeconnect.com/p9n2ldxwvu9/ to add the
“Talent” Worklet to your Home Page.

Step 2 Click on the “Talent” worklet.

Step 3 Click on the “Manage Succession Plan” action tab.

= — .\
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Locate the Manage Succession Plan Task

Step 4 Select a “Position” by clicking on the drop-down tool bar and
display approved succession plan positions.

() search

Manage Succession Plan

Position %

Step 5 Select an approved succession plan position by clicking on the
bubble next to the Position.

w Q

Manage

Pasition #

search

Succession Plan

0000051 Dean,

Partnership Centers -

PO00S697 AVP, Student
Affairs/College Registrar -

POD0G479 Dean,

Academic Affairs -

PODDEABO Interim Dean,
Academic Affairs -

Step 6 Selected Position will self-populate > click OK.

W

Position * ' X Pp000051 Dean,

i

Q. search

Manage Succession Plan

Partnership Centers -

- /

Cancel

—=
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Set Up a Succession Plan

Managers can Set Up a Succession Plan by selecting Candidates and adding
them to approved succession plan positions.

e e

Ioe  Tempeoey
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Step 1 | Select a “Candidate” by clicking on the drop-down tool bar or click the
@ sign to “add” another employee and click on the drop-down tool bar.

NOTE: | When you click on the drop-down tool bar, it will display several
organizational choices used to narrow a “Candidate” search. Most
choices for internal succession planning may be added from the Managers
“My Team” or the “Employees by Supervisory Organization”
selection.

o

— P iy ey Tovw P [RS . [y ——— P —
Eansitan

NOTE: | You can choose the Employees by Supervisory Organization, My
Team, Employees by Location, or Employees by Manager to add
“Candidates™.
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Add Candidates to a Succession Plan and Evaluate Readiness
Step 1 | Click on the drop-down tool bar displaying several organizational choices
used to narrow a “Candidate” search. Most choices for internal
succession planning may be added from the Managers “My Team” or the
“Employees by Supervisory Organization” selection.
& Manage Suceession Plan PO000O0ST Dean, Partnership Centers
Step 2 | Click on a “Candidates” name.
| - #
NOTE: | You can only add one (1) “Candidate” at a time. After completing Steps
3 through 9 below for a current “Candidate” > Add another
“Candidate” by following Steps 1 through 9 for additional
“Candidates”.
Step 3 | The “Candidates” name will self-populate.
Step 4 | Evaluate a “Candidates Readiness” by clicking on the Readiness Drop
Down tool bar displaying several “Readiness” conditions.
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Add Candidates to a Succession Plan and Evaluate Readiness
NOTE: | “Readiness” conditions should reflect the managers’ assessment of the
“Candidates” ability to assume the responsibility of the incumbent’s
position within a period of time.

Level Definition

Ready Candidate is ready to assume the responsibility of the
incumbent within one year.

1-2 Candidate is ready to assume the responsibility of the
incumbent within 2 years.

3-5 Candidate is in a short-term development cycle - ready to
assume the responsibility of the incumbent within 5 years.

6+ Years Candidate is in a long-term development cycle - ready to
assume the responsibility of the incumbent within 6+ years.

“Candidate” readiness assists in ensuring that the incumbents’ position
has a fully developed “succession pipeline” which should reflect “best
gualified” (ready now) and future talent (over a period of time).

Step 5 | Choose a “Readiness” condition.

Step 6 | Select if the “Candidate” is a “Top Candidate” for the approved
succession plan position, regardless of the “Readiness” condition.
Managers’ can add “Candidates” to the succession plan regardless if
the “Top Candidate” option is selected or not selected.

]

P

Step 7 | Select if the “Candidate” can be a “Temporary Fill” for the approved
succession plan position.
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Add Candidates to a Succession Plan and Evaluate Readiness
Step 8 | If applicable, add notes to the approved succession plan position.

Step 9 | The remaining fields, “Time in Plan™, “Other Succession Plan”, “Last
Promotion Date”, and “Talent Matrix Placement” will populate once
the succession plan is approved by the “Talent Partners” (Human
Resources & Equity Personnel).

View 9 View of a completed Succession Plan prior to submitting
for “Talent Partners” approval of the succession plan.

R AR O —"

NOTE: Notice above in View 9 that the remaining fields “Time in Plan”,
“Other Succession Plan™, “Last Promotion Date”, and “Talent
Matrix Placement” are not populated until the succession plan is
approved by the “Talent Partners” (Human Resources & Equity
Personnel).

Once you have added all of your personnel into the succession plan,
click on submit to complete the task.
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Manage and View Succession Plans by Position
Step 1 | To manage and view succession plans by positions, managers
should locate the “Talent” worklet displayed on their Home Page.

NOTE: | If there is no “Talent” worklet on your Home Page > follow the
“Configure Worklets” Workday Job Aid located at:

https://broward.adobeconnect.com/p9n2ldxwvu9/ to add the “Talent”
Worklet to your Home Page.

Step 2 | Click on the “Talent” worklet.

NOTE: | Once you click on the “Talent” worklet you may have to expand the
view to see additional items in your “pick list” by clicking on “More”.

To expand the view, click on the “More” tab and additional items will
appear in your “pick list™.

Page 8] 23
Manage Succession Plan

Created on 04/11/2018 workd ay
Revised on 04/11/2018


https://broward.adobeconnect.com/p9n2ldxwvu9/

Manage and View Succession Plans by Position

succession plan by position.

B Post Cabration - Performance by Potentisl
Cabbrgtion Status
Competency Bap Analysis

Talent Srspshot

Empioges Fotential

Succession Planning Summary

Talont Matrix - Performance by Folential

Step 3 | From the expanded view select “Succession Plan™ to view a

Prin Taens Gasis fot Organization

‘Assoss Fotential

ol Feadback 6n Employse

Manage Succession Flan

Talant Fiaw Status Summary

View Succession Plan for Position

Position %
Positiona
Drganirations | Mansge

Puasitions by Superviscry
Organization

Positiona By Supervisary
Organizstion Hierarchy

Step 4 | Click on the drop-down tool bar displaying several organizational choices
used to narrow a “position” search. Most choices for internal succession
planning may be viewed from the “Positions” selection.

Step 5 | Select a position and click OK.

View Succession Plan for Position

Pesition * =

& Positions

I:--
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Manage and View Succession Plans by Position

Current Review Rating
Career Preference
Potential

Retention

Loss Impact
Achievable Level

Tenure Data:

Current Job History

Qualifications Data:

Competencies
Certifications

NOTE: | Managers view a position Succession Plan in a “compare employee”
view.
l Employee #1 l Emplovee #2 l Employee #3 l Emplovee #4
Talent
Career Perdrranze Espand bargeed rrin Broads
Terure
Quakifications
Succession
NOTE: | There are four (4) compare employee data fields. Talent, Tenure,
Qualifications and Succession.
Talent
Tenure =
Qualifications
Succession
NOTE: | Talent Data:
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Manage and View Succession Plans by Position
NOTE: | Succession Data:

Readiness
Notes

Top Candidate
Temporary File

NOTE: | Managers can click on the “Succession Plan History” tab at the bottom
of the “compare employee view”

Talent
Tenure
Qualifications
Succession

Succession Plan History fm—

to “download” data to an excel spreadsheet or filter data.

Excel Download or
Filter Function
IS
Connider
Succession Plan Date and Time kiitiabed Extemal  Incumbent Temporary Initiating Action
Candicate Surcession Candidate Cu:did Fill by Readiness  Hobes
andidale candidate
O3/30/2018 10:45:44 060 AM Yen Yea Ready Marage Successic o
N
Yes 12 sfdaadinfadfad
Yown
15
,,,,,,
Ve Yes Feesdy
Now
/30018 103818071 AM Yea 12 sfdasdfafadind Marage Succeaaic
Years
03/29/2018 01:25:33 290 M Yes Yes Feady Marsge Successic
Now

Manage and View All Active Succession Plans

NOTE: | Managers can “manage and view all active succession plans™ using
the Succession Plans tab found in the “Talent” Worklet.
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Manage and View All Active Succession Plans
Step 1 | Once you click on the “Talent” worklet you may have to expand the
view to see additional items in your “pick list” by clicking on “More”.

From the expanded view select “Succession Plans™ to view all active
succession plans.

View

BC Post Calibration - Performante by Potential
Calibration Status
Compatency Gap Analysis
Talent Srapshat
Employpes Potential
Feadback an My Team
Sucoession Profils

Succession Plan

_ Succession Plans

Step 2 | The “My Team’s Succession Plans™ data will appear.

My Team's Succession Plans o
BT k"

Succession Plan
Organization Position Incumbent Retention l l ==
Top Candidates Candidates 270

3-Low S oh 4 03/30/2018
Risk

2-Medium
Risk

View Edit 2 03/30/2018

3Low 0
iy View Edit

3ow 0
Risk View Edit

Managers can “View” or “Edit” active succession plans using this
function.

If the manager selects “View” a “compare employee” view will appear
as discussed in the above Manage and View Succession Plans by Position.

If the manager selects “Edit” click this “Add Candidates to a Succession
Plan and Evaluate Readiness” function.
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View the Talent Management Dashboard Function
Step 1 To View the Talent Management Dashboard Function, managers
should locate the “Dashboard” worklet displayed on their Home Page.

49
w
| ¢

Inbox Training Aids Talent Dashboards

NOTE: If there is no “Dashboard” worklet on your Home Page > follow the
“Configure Worklets” Workday Job Aid located at:

https://broward.adobeconnect.com/p9n2ldxwvu9/ to add the
“Dashboard” Worklet to your Home Page.

Step 2 Click on the “Dashboard” worklet.

49
w
. ¢

Inbox Training Aids Talent Dashboards

Step 3 Scroll down the Dashboard List and click on the “Talent
Management” action tab.

Supplier Spend

Talent Management e
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View the Talent Management Dashboard Function
Step 4 A Talent Management dashboard will appear.

Talent Management
BC Talent Pipeline for Succession o BC Post Calibration - Performance by Patential F BC My Organizationsl Goals Progress Repon o
=% e a —
* : i e
’3}' i " 1 2 )
A e
I § i )
iy
i 9 revom .
. 2 —
| T sm
Vi
BC My Team's Talent Summary o
ot o
™ '] g Rt Gt
Werker - Bt | iy
v v
-
v v
- v o
- v
- o o
v
v v
v
*®
- o v
Vi hane

Note: When managers first access the “Talent Management” dashboard,
some dashboards may not be populated with current supervisory data.

The current active Talent Management dashboards are:
View 1 - BC Talent Pipeline for Succession

View 2 - BC Post Calibration — Performance by Potential
View 3 - BC My Organizational Goals Progress Report
View 4 - BC My Team’s Talent Summary

Talent Management -3
BC Talent Pipeline for Succession o BC Post Calibration - Performance by Poten..  £3 BC My Organizational Goals Progress Report o
AL ek o Mot E’E{E%C:I,’E‘,'f;f};_?'n'12?l!i‘-.fl";i'{if_.i:.’l:’f—l’!.’: etk
BC My Team's Talent Summary '
No Data
u Buthny > -
Worker Retention pooroe | Caest El:"-,‘,,'-".,,.
Wiew Mare. * v x
Wiew More
To populate the dashboards with data, follow the below steps.
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View the Talent Management Dashboard Function

View 1

The BC Talent Pipeline for Succession dashboard will populate with
data after successfully creating an approved succession plan. If
authorized, click on the link Set Up a Succession Plan and follow the

steps. View with no data:

View Mote .

BC Talent Pipeline for Succession e

Once succession plans are approved, the BC Talent Pipeline for
Succession dashboard will populate with data and present a ““pie” chart
with succession plan data resembling the below dashboard dependent
on a supervisory organization.

BC Talent Pipeline for Succession al £

View Mare

To view BC Talent Pipeline for Succession data, click on a color or a
Job Classification Level and select a “View By” function.

BC Talent Pipeline for Succession ol £

View By
Achievable Level

BE Succession Plan Status

Less Impact

Management Level

Succession Plan Candidate
View Details

Expart to Exced {All Columna)
Export ta POF

Take Action On

4 Seriior AVFLead Dean
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View the Talent Management Dashboard Function
View 2 The BC Post Calibration — Performance by Potential dashboard will
populate with data after successfully completing a Talent
Management Nbox Calibration Task.
BC Post Calibration - Performance by Poten... {3} No
& Some worklet .s-c’l'rings rcquir: more information "-.-- Da‘ta
If an organization has completed a Talent Management Nbox
Calibration Task and no data exists follow the below steps.
View 2a Click on the “wheel” symbol in the right-hand corner of the BC Post
Calibration — Performance by Potential dashboard.
BC Post Calibration - Performance by Poten.. {3
‘li\. Some worklet settings require more information
View 2b Click on “Edit Settings”.
BC Post Calibration - Performance by Poten... {3 B
& Some worklet settings require more information / Edit Settings
View 2c¢ View an Organization by clicking on the drop-down tab:
Edit Worklet Settings BC Post Calibration - Performance by Potential
Organizations * = | —
Include Subordinate Organizations
Cancel
View 2d Click on “My Organizations”.
My Organizations —
Edit Worklet Settings | Sewehfor Organizaten erformance by Potential
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View the Talent Management Dashboard Function

View 2e Select one or more Organizations and select “Include
Subordinate Organizations” and click OK.

Select
Crganization

Edit Worklet Settings
Edt Settings

Orgarizations

Include Subsrdinate Organizations

cancel

T
/lm

"

a

erformance by Potential

x

®

®

Fl ¢

NOTE #1: | If an organization has not completed a Talent Management Nbox
Calibration Task then no data will populate.

Exceeds

Below

Low

Not Shown 10
Total 10

BC Post Calibration - Performance by Poten.. £

Medium High
Potential
\ No

Data

View More

NOTE #2: | If an organization has completed a Talent Management Nbox
Calibration Task then data will populate.

BC Post Calibration - Performance by Potentl...

e

20

1)
% Consistent Perfor... High Impact Perf..  Future Leader
2

81 51

Performance
Meet

Below

2 Effective Perform.. Core Performer  Growth Performer

26 12
rmer Inconsistent Perf... Challer =
0 0
Medium High
Potential

Not Shown 5801
Tatal 6001

Mumber of employees selected
based on accessed potential during
a Talent Calibration Task

View More _..
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View the Talent Management Dashboard Function

filter the data.

BC Post Calibration - Performance by Potenti.. 3
a
T Consistent Perfor... High Impact Perf..  Future Leader
= 20 81 51
o
_"_ £ Effective Perform..  Core Performer  Growth Performer
E B
S 26 12
f‘:‘- z Wn qi=! er A
B
= 0
Medium High
Potential
Not Shown 5801 To view employees in a calibrated
Total 6007 field, click on the number and a list
will appear 3
View More ... \
A\
Criteria  View by and then by Refresh
— =S E Y
Phata Worker Organization :‘;I:‘" ﬂ‘“::”‘"‘

NOTE #3: | To view employees in a calibrated field, click on the number and
a list will appear. Managers can print, download a roster in excel or

Goals use the Workday Job Aid by clicking on the following link:
https://broward.adobeconnect.com/p8rivh4tgtc/.

IBC My Organizational Goals Progress Report :}I

Supports
Supervisory Percent
Organization Organization Goal gr::uxmon Description Corlda

[y

View 3 The BC My Organizational Goals Progress Report dashboard is used
by managers to manage Organizational Goals in support of strategic
and developmental goals. To learn how to Manage Organizational
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View the Talent Management Dashboard Function

Fiscal Year from July to June.

View 3a When viewing the BC My Organizational Goals Progress Report
managers should make sure the current “Goal Period” is selected.
NOTE: Each year a “Goal Period” is added for the current

To view a current “Goal Period” click on the “Wheel” symbol.

BC My Organizational Goals Progress Report

N

Supports

&

Supervisory S ZE
Orienliution Organization Goal Organization Des
Goal
Employee Relations Innovation Team - Wo
(Carrabis, Anthony Crowdsourcing Inm
(98465)) Tea
Cro
dev
View 3b Select “Edit Settings™.
|BC My Organizational Goals Progress Report o
Refresh
{S}uper\-uso-ry Organization Goal Edit Settings  mmmm
rganization
Restore Default Settings
Employee Relations Innovation Team - Shiawr G
(Carrabis, Anthony Crowdsourcing Download to Excel
98465
( ) View More ...
View 3c Click on the “drop down” tab.

Edit Settings

Goal Period *

Cancel

Edit Worklet Settings BC My Organizational Goals Progress Report
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View the Talent Management Dashboard Function

View 3d Click on a “Goal Period™ and click “OK™.

2013 Goals
2014 Goala

2015 - 2076 Braward
College Goals

2016- 2017 Broward
College Goals

Edit Work I
Edit Settings

Goal Period * | gearch

2017 - 2018 Broward
College Goals

Cancel

janizational Goals Progress Report

View 3e The BC My Organizational Goals Progress Report will now reflect
the current Organizational Goals for the current fiscal year.

BC My Organizational Goals Progress Report
. Supports
Supervisory 2
Organization Organization Goal Organization Deseription
Goal
L
View More

o

Percent
Compleie

(o]
500

oo

oo

100.0°

1008,
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View the Talent Management Dashboard Function
View 4 The BC My Team’s Talent Summary dashboard is used by managers
to review assessed potential. To assess an employee’s potential, click
on the following link: https://broward.adobeconnect.com/p2finr2cgpw/.

BC My Team's Talent Summary {::I-I
Critical
= Rating -
Worker Retention e H‘gl‘{ Current Jo_b 3
Potential i Primary
Normalized v
Position
v
L 4
@ /
View More ., {E—

To review additional fields, download data to excel, filter or hide
fields, click on the “View More” tab.

An expanded “view” will appear.

4 BCMy Taam's Talent Summary Cism)

oCeOrvOO®BO

NOTE: There are seven (7) talent summary columns. 1) Retention, 2) Is
High Potential, 3) Is Top Performer, 4) Rating — Current
Normalized, 5) Achievable Level, 6) Difficulty to Fill — Primary
Position, and 7) Critical Job — Primary Position

Available data is represented by color, symbols, and words. See
View 4a below for an explanation of the represented data.
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View the Talent Management Dashboard Function

View 4a | Glossary: To view a reason, hover your mouse icon over the symbol
and an explanation will appear.

1) Retention — The risk of an employee leaving the College.

e Green Circle — This worker has low retention risk -
An employee who would prefer to remain in the
Organization even if a comparable opportunity arises. Not
likely to leave in the next five (5) years.

e Yellow Triangle — This worker has a medium retention
risk — possible action needed - An employee who
demonstrates the desire not to stay with the organization if
a comparable opportunity may arise. Not likely to leave
in the next two (2) years.

¢ Red Diamond * _ This worker has a high retention risk
— immediate action needed - An employee who has
demonstrated their desire to leave the organization to
advance their careers. Likely to leave within the next

(2) years.
2) High Potential — An employee who is assessed as having “High
Potential”.
e A Green Check Mark designates an employee who has

been assessed as having “High Potential™.

3) Is Top Performer — An employee who received an overall rating
of a nine (9) or a ten (10) on their latest Performance Review.

e A Green Check Mark designates a “Top Performer”.

4) Rating — Current Normalized — The latest Overall Performance
Review Rating.

Represented by Yellow Stars

e Each Yellow Star represents 2 points of the 10-point overall
performance review rating.

e i.e. — An employee who received an eight (8) on their
overall performance review rating would be represented by
four (4) Yellow Stars — two (2) points per star times four
(4) stars equals eight (8) points.
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View the Talent Management Dashboard Function

View 4a 5) Achievable Level — An employee’s ability to advance in job

classifications related to their current position or

qualifications.

e Up 1 — 2 Levels — Employee has shown the ability to move
up 1 -2 organizational levels within the College.

e Up 2 — 3 Levels — Employee has shown the ability to move
up 2 -3 organizational levels within the College.

o Up 3+ Levels — Employee has shown the ability to move
up 3 or more organizational levels within the College.

6) Difficulty to Fill — Primary Position — A position identified
as potentially having limited internal and external candidates
possessing the necessary competencies, skills, knowledge and
abilities (SKA’s) required to “Fill”” the Primary Position.

« ARed Diamond ® designates a “Difficulty to Fill —
Primary Position™.

7) Critical Job — Primary Position — A position identified as
being ““critical” to the operation of the College.

e Green Check Mark designates a ““Critical Job —
Primary Position” flagged as critical to the
organization.

A Red X designates a worker’s job that has not been
flagged as critical to the organization.

Manager’s may request a review of the “Critical Job — Primary
Position™ criteria by contacting Employee Relations.

4+ BC My Team's Talent Summary (i)

7
i
¥

.....

( Yok NN N X-E X NI
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