MANAGERS' GUIDE TO SUCCESSION PLANNING
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Overview: What is Succession Planning?

Succession Planning is a proactive organizational process that ensures employees are supported with the skills,
experiences, and resources needed to grow into roles of greater responsibility. Rather than focusing on specific
individuals, it emphasizes creating clear pathways, professional development opportunities, and a culture of
readiness so that when higher-level positions become available, a diverse pool of capable employees are
prepared to step into them.

What Succession Planning Isn't
It's easy to confuse succession planning with other processes, so it's important to know what it's not.

¢ It's not replacement hiring. Succession planning goes beyond simply filling vacancies as they arise. While
replacement hiring addresses an immediate need, succession planning takes a more strategic, forward-
looking approach to ensure continuity and readiness for the future.

¢ It's not pre-selecting one individual. The focus is on building a pipeline of talent by identifying a group of
qualified candidates and providing the support needed to help them grow and prepare for future
leadership roles.

Key Components of the Process
A solid succession plan involves several key steps to make sure it's effective.

¢ Talent Identification: This is all about spotting employees with high potential across the department/team.

e Skill Gap Analysis: Figure out what skills are needed for future roles and then compare that to the skills of
current employees.

e Development Pathways: This is where personalized growth plans for employees are created, including
things like training, mentorship, and special projects.

¢ Knowledge Transfer: Put systems in place to make sure that critical information and wisdom from
experienced employees get passed on to those who are being developed.

The main goal is to create an organizational culture that values professional growth and is ready for any
changes.

Why It Matters: The Strategic Impact

Succession planning has a huge impact on an organization’s long-term health and stability.

Reduces Disruption During Transitions:

When a key person leaves or retires, a well-designed succession plan minimizes disruption and maintains
efficiency. Individuals identified to step into the role have already been trained, which keeps operations running

smoothly. This helps prevent a decline in productivity and reinforces to clients and stakeholders that the
organization is stable and resilient.

Retains Institutional Knowledge:

So much of what makes an organization successful is the undocumented, or internal, department knowledge,
which are the relationships, processes, and wisdom built up over the years. Succession planning ensures this
valuable "organizational memory" by preparing potential successors through mentoring, shadowing, and
knowledge transfer, so critical expertise remains within the organization even as people transition out. This
continuity protects performance, supports informed decision-making, and keeps core functions stable over time.




Builds a Pipeline of Capable Leaders:

By developing talent internally, it creates a deep bench of leaders who already understand the County’s culture
and goals. This saves time and money that would otherwise be spent on external recruitment and training.

Supports Employee Growth and Engagement:

When employees see that the County is invested in their career growth and that there's a clear path for
advancement, they become more engaged and motivated. This sense of opportunity helps you keep your best
people and creates a positive, forward-thinking work environment.

The Phases of Succession Planning

Effective succession planning ensures that organizations are prepared for future leadership needs and business
continuity. This process involves four key phases: Strategy, Measurement, Development, and Ongoing
Evaluation. Each phase plays a vital role in identifying, preparing, and supporting future leaders. A clear
strategy aligns succession goals with organizational objectives, measurement tracks performance and
readiness, development builds talent capabilities, and ongoing evaluation ensures continuous improvement in
an evolving business landscape. Together, these components create a sustainable framework for long-term
organizational success.

Key Components of
Effective Succession Planning

Strategy
(==
i A well-defined strategy aligns succession planning with

organizational goals and ensures leadership and business
— continuity.

Measurement

" ‘ Commeon dimensions of succession planning measurement
| \.' include performance, potential, and readiness.

Ongoing
Evaluation

e®e Development
P29
éﬂq Employee development builds a talent pool ready to step into
7 critical roles,
o2e
: . Fp!
Ongoing Evaluation Development

‘v! Succession planning is not a one time event; it requires ongoing

evaluation to stay relevant in a changing business landscape.




Strategy Phase: Laying the Foundation
@Before identifying successors or building development plans, it's important to build a strong foundation

of understanding to help plan and align with the objectives of your department, and the County.
Investing time into the pre-work phase of succession planning creates structure and shared
=== understanding needed for succession planning to be consistent, transparent, and impactful. The pre-
work phase of succession planning at the County is made up of the following best practices.

Understand the roles of Key Stakeholders:

¢ Executives: Executives play a critical role in setting the tone and direction for succession planning. They

ensure the process is aligned with the County's strategic goals and provide visible support. Executives also
identify critical roles within their teams, actively participate in talent reviews, and support the development
of high-potential employees by providing mentorship, visibility, and growth opportunities.

* Managers: Managers serve as the link between strategy and day-to-day execution. They are responsible

for recognizing talent within their teams, assessing readiness, and supporting development efforts.
Managers provide valuable insight into employee performance and potential, recommend individuals for
succession pipelines, and assign meaningful projects or stretch assignments that build future capabilities.
Their ongoing feedback and coaching are essential to preparing employees for advancement.

Employees: Employees also play an active role in succession planning by engaging in their own growth and
development. They are encouraged to seek feedback, pursue learning opportunities, and communicate their
career goals. By taking ownership of their professional development, employees help ensure they are
prepared for future opportunities and demonstrate commitment to the County’s mission and long-term
success.

Human Resources Learning and Organizational Development (L&OD) Division: Responsible for
providing resources and developing tools such as training and workshops, resource documents, and
guidebooks around the topic of succession planning that are accessible and easy to understand. L&OD also
supports departments by identifying relevant SkillSoft competency-based training aligned with critical roles
and development needs, helping prepare employees for future key positions.

Together, the business partners, executives, managers, HR L&OD Division and employees create a shared
responsibility for succession planning—ensuring that the County builds a strong leadership pipeline, supports
employee growth, and safeguards continuity in their critical roles.

Understand Your Team's Landscape

Who is nearing retirement or at risk of leaving?

Begin by reviewing staff to identify those who may be approaching retirement within the next few years. It is
equally important to consider other factors that could impact retention, such as employee engagement levels,
expressed career interests, or roles where turnover has historically been higher. Managers are encouraged to
have open conversations with employees about career goals and future plans, which can provide valuable
insight into potential departures. By anticipating where vacancies may occur, the County can ensure a smooth
transition of knowledge and responsibilities, minimizing operational risk. (The Readiness Level Chart is used to
identify and track employees who are nearing retirement or may be at risk of leaving critical roles, while also
assessing the preparedness of the talent pipeline to step into those roles.)

Which roles are critical to operations or hard to replace?

Not all positions carry the same level of impact on daily operations. Identifying roles that are essential to the
County’s ability to function effectively is a key step in succession planning. These may include positions with
highly specialized expertise, roles that require significant training, certifications or ramp-up time, or leadership
positions that oversee core services. When vacancies occur in these roles, the impact on operations, service
delivery, and team stability can be significant. By prioritizing succession planning efforts around critical roles,

the County ensures that resources are directed where they will have the greatest organizational benefit and




Connect to a Competency-Based Approach
Guide succession planning with the County of Riverside’s competency framework from Korn Ferry:

By using the competency model as a foundation, the County can assess employees on their current
performance and also on their potential to grow into future roles. Competencies highlight the leadership
qualities, technical expertise, and interpersonal skills that are most critical for advancing the County’s mission.
When managers and leaders evaluate talent through the lens of competencies, they can identify gaps, create
targeted development plans, and ensure that succession planning decisions are fair, transparent, and aligned
with organizational values. This approach also gives employees a clear understanding of what is expected for
career growth. To view the RivCo Talent Competency library of resources (competency model and job levels)
Click Here.

Why do competencies matter for organizational structure, identifying development needs, and crafting
stretch assignments?

Competencies provide the structure that succession planning needs to remain consistent and objective across
departments. They act as benchmarks for evaluating employee readiness, ensuring that decisions are based on
demonstrated skills and potential rather than subjective impressions. By mapping employees against the
County’s competency framework, managers can identify specific development needs by pinpointing where an
individual may require additional training, coaching, or exposure to new responsibilities. Competencies also
serve as a guide for crafting meaningful stretch assignments. These assignments are designed to give
employees real-world opportunities to practice and strengthen the skills required for future leadership roles. By
aligning stretch opportunities with competency gaps, the County can ensure that development efforts are
intentional, targeted, and directly linked to long-term succession goals.

Know the Types of Approaches to Succession Planning
Emergency backups vs. long-term growth planning:

Succession planning requires a balanced approach that addresses both immediate and future needs. In some
cases, identifying an emergency backup for a critical or at-risk role is necessary to ensure business continuity in
the event of an unexpected departure, with short-term solutions such as interim assignments helping to
maintain stability and minimize disruption. At the same time, long-term growth planning focuses on developing
employees over time to prepare them for roles with greater responsibility. An effective succession plan
integrates both approaches by providing immediate coverage while building a strong and sustainable
leadership pipeline.

Position-based:

This approach centers on identifying successors for a specific role. Managers consider which employees have
the skills, experience, and potential to step into a particular position when it becomes vacant. Position-based
planning provides clarity for critical roles but may risk being too narrow if the focus remains only on
replacement rather than broader development. Leaders should also consider the future needs of the
organization relative to the position before developing a pipeline; will this position remain important to the
organization’s strategic goals, or will it become less relevant over time?

Person-based:

A person-based approach starts with preparing high-potential employees for all future roles rather than the
position. It emphasizes identifying high-potential employees and designing development opportunities that
prepare them for future leadership roles, even if the specific role is not yet determined. This method supports
employee engagement and growth while also building organizational flexibility to meet future needs. However,
the person-based approach risks being overly broad for organizations which require specialized knowledge,
education, or skills in their leadership. This approach can also risk developing individuals for roles which may
not be strategically necessary for the future of the organization.
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https://rc-hr.com/performance-management-resources

Ensure Alignment with Strategic Goals

Review the County’s Organizational Goals:

When the County experiences growth, restructuring, or shifts in service delivery, the skills and leadership
required may also change. For example, expansion into new programs may create the need for specialized
expertise, while restructuring could open opportunities for employees to take on broader responsibilities.
Reviewing organizational goals helps managers anticipate these changes and adjust succession plans
accordingly. By connecting workforce planning to strategic objectives, the County ensures it develops leaders
who are not only capable of stepping into current roles but also ready to drive the County forward.

Tie succession planning directly to County/Department goals, mission, and workforce planning
efforts:

Succession planning should reflect the unique objectives of each department while staying connected to the
County'’s overarching mission and workforce priorities. This alignment ensures that the leaders of tomorrow are
prepared to advance the County's strategic vision and maintain service excellence.

Consider how succession planning cycles will connect or align with strategic priorities or budget
planning cycles:

Timing is a critical component in succession planning. Aligning the process with strategic planning and budget
cycles helps departments better anticipate resource needs, secure funding for employee development
opportunities, and plan for leadership transitions in a coordinated manner. The optimal timing for succession
planning may vary based on departmental operations, and in some cases, departments may find it more
effective to conduct succession planning during specific times of the year. By integrating succession planning
into established planning cycles, the County promotes a sustainable and repeatable process that supports
leadership continuity, operational stability, and long-term success.

Check for Bias

Be mindful of who gets considered, equity matters:

Managers and leaders should regularly reflect on whether their succession planning decisions are inclusive
and based on objective criteria. It is important to ensure that all employees have equal access to development
opportunities and that decisions are not driven by familiarity, personal preference, or assumptions about
career interest. Using the County’s competency framework and structured evaluation tools helps minimize bias
and ensures that talent is assessed consistently. By committing to equity in succession planning, the County
strengthens its ability to identify a diverse range of leaders who reflect the community it serves.




Measurement Phase:

WP, Department leaders should consider how they will measure the outcomes of succession planning and
. ‘how potential talent will be assessed throughout the process. During this phase, the department
‘ \’ leader will collect data and metrics to establish a baseline between the current state of succession
planning and the desired state. Common metrics may include performance, potential, and readiness;
however, all measures should be aligned with the organization’s strategic goals and future needs
identified in the prior Strategy Phase. Consistent measurement ensures succession plans remain
relevant, data-driven, and responsive to organizational change.

Manager’s Role in Succession Planning
Identify key roles and potential future gaps:

Managers play a critical part in succession planning by proactively assessing their team’s structure and the
organization’s strategic needs. They are responsible for identifying positions that are essential to daily
operations and long-term goals, evaluating which roles may become vacant due to retirements, promotions, or
organizational growth. Managers should regularly review workforce data, anticipated changes in demand, and
employee career trajectories to pinpoint potential talent gaps. By recognizing key roles and forecasting future
vacancies, managers help ensure a pipeline of qualified candidates is developed and ready when transitions
occur.

Assess team members’ performance and growth potential:

Managers are responsible for evaluating both the current performance and future potential of their team
members to support effective succession planning. This includes conducting regular performance reviews,
gathering feedback from peers and stakeholders, and measuring results against established goals and
competencies. In addition to assessing technical skills and achievements, managers should consider leadership
abilities, adaptability, and willingness to take on new challenges. By identifying high-performing employees with
strong growth potential, managers can create targeted development plans that prepare them for greater
responsibilities and future leadership roles.

Maintain open, career-focused conversations:

Managers support succession planning by engaging in regular, transparent discussions with employees about
their career interests, goals, and development needs. These conversations create a shared understanding of
each employee’s aspirations and the skills required for future roles. By providing constructive feedback, outlining
potential career paths, and identifying growth opportunities, managers build trust and help employees take an
active role in their professional development. Consistent, career-focused dialogue also enables managers to
spot emerging talent and align individual ambitions with organizational needs.




Collaborate with Human Resources:

Managers have the option to partner with HR Business Partners and/or L&OD Division. This collaboration
ensures alignment between departmental needs and the County’s talent strategies. Managers provide insights
on key roles, potential skill gaps, and high-potential employees, while HR Business partners can help facilitate
meetings with stakeholders, collaborate to propose a program schedule, identify critical positions, and help
develop stretch assignments, and HR L&OD can offer expertise in assessment tools, career pathing, and
development programs. These collaborations can create actionable plans to build a strong pipeline of future
leaders, support employee growth, and ensure business continuity.

Getting Started: Quick Steps

Identify Critical Roles

Managers/Supervisors need to assess roles by their operational disruption if the role were vacant, and the
specialized knowledge or skills required, considering executive, managerial, and non-managerial positions
across the organization. Key criteria include high impact on strategy or operations, significant decision-making
authority, scarce or unique expertise, and a high risk of talent scarcity. Organizations should involve key
stakeholders, such as senior leaders and HR professionals, in defining and applying these criteria to ensure the
identification process is thorough and aligned with business goals. To view the Critical Role Identifier Checklist
Template click Here.

Key Criteria for Identifying Critical Roles

e Operational Disruption: Consider positions where a sudden vacancy would cause a substantial, negative
impact on day-to-day operations, revenue, or risk management.

e Specialized Skills & Knowledge: Pinpoint roles that require unique expertise, a high level of specialized
training, or specific certifications that are hard to find externally.

e leadership & Decision-Making: |dentify positions with significant leadership responsibilities and the
authority to make crucial decisions that drive results.

e Talent Scarcity: Look for roles with limited pools of qualified external candidates, especially those with
specialized skills or high levels of education or certifications. Focus on hard-to-fill, high-impact, or
leadership pipeline positions.



https://rc-hr.com/files/2025-10/Critical%20Role%20Identification%20Template%20Final_0.pdf

Assess Talent
Use tools like:

e 9_Box Grid: Performance vs. Potential Performance vs Potential Matrix

Performance vs. Potential: 9-Box Grid
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https://rc-hr.com/files/2025-10/Performance%20vs%20Potential%20Matrix%20-%20Fillable%20Final.pdf
https://rc-hr.com/files/2025-10/Readiness%20Level%20Chart%20Final_0.pdf

® Development Phase:
020
"ﬂ‘ In the Development Phase, use established goals and metrics from prior phases to develop

ey

individualized development plans for identified employees. Establish and implement relevant
training programs and opportunities to reach your organization’s succession planning goals.

Talk to Your Employees

Open and ongoing communication is key to effective succession planning. Take the time to have intentional
conversations with your employees about their career aspirations, interests, and development goals. These
discussions help ensure that growth opportunities align with both departmental needs and individual
motivations.
Avoid making assumptions about an employee’s ambitions based on performance, tenure, or personality.
Instead, create a safe space for honest dialogue. Ask open-ended questions such as:

e “What type of work energizes you the most?”

e “Where do you see yourself contributing in the future?”

e “What skills or experience would you like to develop next?”
By engaging in these conversations, managers gain valuable insight into employees’ readiness, potential, and
desired career paths. This understanding allows for more meaningful development planning and fosters a
culture of trust, engagement, and mutual growth.

Create Development Plans

Once you've identified employees’ career goals and potential growth areas, work collaboratively to create an
individualized development plan. A well-designed plan outlines specific actions, learning experiences, and
timelines that support both the employee’s career progression and the organization’s future talent needs.
Use the RivCo Talent system to assign, document, and track development plans. The system provides tools for
managers to:

e |dentify skill gaps and align development goals with organizational competencies

e Assign targeted learning opportunities for your employees

* Monitor progress and completion of development activities over time

e Adjust plans as employees grow or business needs evolve
Leveraging RivCo Talent ensures development activities are visible, measurable, and aligned across the
organization. Regularly review and update each employee’s plan to maintain momentum and ensure continued
growth and readiness for future roles.
See the tools and templates section at the end of the guide for training and materials regarding the RivCo
Talent Development Plan function and Individualized Development Plan template click Here.



https://rc-hr.com/files/2025-11/Professional%20Development%20Plan%20Template%2011.4.25.pdf

Designing effective developmental assignments

A stretch assignment is a development opportunity that challenges an employee to go beyond their current job
responsibilities, helping them build new skills, gain broader experience, and prepare for future roles. These
assignments are designed to “stretch” an employee’s capabilities by expanding what they know and can do
while still receiving support and guidance from their manager.

Stretch assignments can take many practical forms, such as:

¢ Leading a project or initiative outside of their usual scope (e.g., coordinating a cross-departmental task
force or leading a process improvement effort).

e Cross-training to learn new skills.

¢ Taking trainings to continue to grow their skillsets in areas of interest or areas they do not get exposed to
on a regular basis.

e Serving in an acting or interim role when a manager or team member is on leave, or a position is vacant.

® Representing the department on a County-wide committee, workgroup, or community partnership.

¢ Facilitating a training session or presenting at a departmental meeting or County learning event.

e Assisting with the development of a new program or policy, offering exposure to strategic planning and
collaboration with leadership.

* Mentoring or coaching a new employee or peer to develop leadership and communication skills.

Stretch assignments help employees gain visibility, develop confidence, and demonstrate readiness for greater
responsibility. These are all critical components of succession planning and talent development. When
developing stretch assignments, departments should exercise caution and collaborate with their assigned
Human Resources Business Partner to ensure assignments are appropriate and compliant with applicable labor
agreements.

HR LOD has programs to promote cross-training throughout your department, for more information please
reach out to the HR LOD Inbox here: HRLODeRivco.org.

Link assignments to competencies

When creating development plans, it's important to align each learning activity or stretch assignment with the
previously identified competencies an employee needs to strengthen for future roles. Competencies represent
the skills, behaviors, and knowledge required for success in key positions, and focusing development efforts on
these areas ensures growth is both targeted and meaningful.

Managers can use tools such as performance evaluations, development plans in RivCo Talent, Individualized
Development Plans template, and 1:1 meeting discussions to identify skill gaps. Once these areas are clear,
select development opportunities, such as courses, mentoring, cross-training, or project work that directly
address those gaps.

By intentionally linking assignments to competencies, managers help employees build the right capabilities for
advancement, while also supporting the department’s long-term talent readiness and leadership pipeline.

&
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Ongoing Evaluation Phase:

Succession Planning requires ongoing evaluation to stay current with organizational

v requirements and employee development needs. Similar to the performance management
‘ process, succession planning should be revisited regularly and adjusted to adapt and stay
relevant for the organization.

Evaluation and Follow-up

Effective succession planning doesn’t end with the creation of development plans—it requires ongoing
evaluation and follow-up to ensure progress, accountability, and results. Regular monitoring helps departments
assess how well employees are advancing toward their development goals and whether the organization’s
talent pipeline is strengthening over time.

Monitoring & Evaluation:
e Departments should establish clear methods for tracking and measuring progress. Regular check-ins
between managers and employees are essential to review development activities, identify obstacles, and
adjust plans as needed. These conversations also reinforce engagement and commitment to growth.

Manager/Supervisor check-in frequency:

e Career goal Check-ins: Quarterly(or more frequently, as needed) to discuss progress and adjust plans.
These check-ins can coincide with regularly scheduled 1:1 meetings but should be differentiated from
current work responsibilities to focus on development.

e Succession Plan Review: Annually, to evaluate overall succession progress, identify new priorities, and
update development strategies.

Consistent monitoring and evaluation ensure that succession planning remains a living, adaptive process—one
that evolves alongside organizational needs and supports long-term leadership continuity.




Best Practices & Tips

Start Small — Prioritize 1-2 Roles or Individuals
e Begin with a focused approach by identifying one or two critical roles or key individuals to develop.
Starting small allows you to refine the process, build confidence, and demonstrate early success before
expanding.
Focus on Development, Not Promotions
e Succession planning is about building capability, not guaranteeing advancement. Emphasize growth
opportunities that prepare employees for future roles rather than immediate promotion.
Revisit Plans Regularly (Annually at Minimum)
e Review and update succession and development plans at least once a year to ensure they remain
relevant. Organizational priorities, employee goals, and readiness levels can shift over time.
Make It Inclusive — Look at All Levels and Backgrounds
e Consider talent from diverse departments, job levels, and backgrounds. Inclusive succession planning
broadens your talent pipeline and promotes equitable access to development opportunities.
Keep It Simple and Practical
e Design a process that is easy to understand and implement. Simple, actionable steps encourage
participation, consistency, and sustained engagement across the organization.




Tools & Templates

e Succession Planning Snapshot Tool: Simple Succession Planning Template

Simple Succession Planning Template
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https://rc-hr.com/files/2025-12/Simple%20Succession%20Planning%20Template%2012.1.25.pdf
https://rc-hr.com/files/2025-12/Simple%20Succession%20Planning%20Template%2012.1.25.pdf
https://rc-hr.com/files/2025-11/Professional%20Development%20Plan%20Template%2011.4.25.pdf

* RivCo Talent Development Plans Tutorial: Click Here

* RivCo Talent Development Plans 2-Page Document:_Click Here

- ’i. QUICK REFERENCE GUIDE:
TAL = N T CREATING A DEVELOPMENT PLAN IN
RIVCO TALENT

Creating A Development Plan

Development Plan Tools, Tips, and Tricks

« Liilize the Development Wizard to create plans based on competencies or aspirational jobs. For mora information
on the development wizard, pleasa refer to the Devalopment Plan Tutorial available on SumTotal, coming soon!

« Add objectves 1o organize tasks. Create a tithe and link tasks and kearning for easy access for emploves and
manager.

« Add a “Library Task™ by linking to the Leaming Management library to access hundreds of leaming activities
for the development plan or create an “Other Task™ and enter in any outside training that will be useful to your
team or an individuesl employee.

« If you are a manager, you can go to the “My Team” tab - Development -> My Team Development Plans. Here
you can create development plans for your whole team instead of adding tasks individualky.

Create a Development Plan
The Development Plan provides an interface where employees and their managers can identify and manage any

activities the employee should complete o close amy gaps betweean current capabilities and those of a current or
a future position.

Usars can group acthvities, enabling employess to understand how they are developing, and to target the activitios
that are most important to their career goals. Key metrics and summanes help users understand how much they
have progressed toward their development goals. Special planning tools allow managers and administrators to
manage Development Plans for their team or anyone in the organization, respectively - including mass activity
assignmant, and plan review and approval

To start 2 Development Plan, follow the steps outlined below:
« Using the *Seli™ Manu at the top of the soreen, navigate down to Development -= My Development Plan
« Click “Add Task™
« Salect “Library Task™ from drop-down menw
« Litilize the search bar to add an activity. Click the “Search” button next to the “Select Activity™ bar
Entar in the name of the activity you would like 1o add to your Developmant Plan
Salect the tite of the activity.
« Back on the “Add Library Task™ screen, select the Plan Period this activity applies to. (Oplional)
« Emter Start and End dates for this activity. (Optional)
« Select an objective to associate the activity to from the Objective drop-down menu. (Optional)
« Click “Save” at the bottom of the screen

Instructor-led actvities in the system are any activities, classes, of coursas that are scheduled and led by a facilitator
of tralner. For any instructor-led activities in the library (Example; Disciplinary Process), you must register for an
offering. Select the activity under Tasks, then click the kebab manu under Actions, Or you can access this by going
into your developmeant plan under Tasks: All and click the 2 dots under Actions and you can start or register for the
course. Note: most eCowrses and Skillsoft contant do not require registration.



https://vimeo.com/852803437/af6b52d119?fl=pl&fe=vl&turnstile=0.P_Xp9Aj8WzK6tl2sEdTSnFhFTov7yd-mBUWfICVlinjoz25SZ-m2VbUESeD1PMgusSZ4kgjRmpXX8agl2l_83NReX3wiQu8NzfaAye7yMaabzAeUjlTB8P72aJifT-RwrA0cLmg7pacTKDo9bdo-S_P4Eh2tgNkJkAVNOUu_rkU2OENFYnmXzA9jTZw6RRlfymCT-Z5mLefbW4bPX0OAmu3YC3TYshB0WlptKJvHPDwh1o-KS1YOp7ZpzFPYbEEgIXtzII0clpRnK3w3m-c-jpxtNQOJfV8N0L8rxZ6-xsxz8uPeJw6VBtcqjggH86aTHHr2A_RcrwZ-G6Al1NwUmfY1FrZ_5jc-_ws9_s54FMQoEK3L0oDvaqO5a8NGLEtqarw_3NqamsiWJBXllax8VM2u3CChWsxSMZmoS9_K6tjXb2vdSFgUNpxmv4YidtoNgrYJTGpHm9TBYwAkSvpe7q9vHDx4SJVGuR42V5S7adhzo5AzLmkuZZB5ixgrNb_vdwIPxlMtLWDv46EJGfz5tRfpYXSxn2T4V-3nx0enX0lQx0XaglJAOHZO-nFJ_hlGO-XePXgh7_gs-RHKbbf1MS1PzRM6DUtAHx9VmSBBxiONM-I0WqU9pWtgm6olo5RZ6rARzj75W5lD3P_Lhj7Kwgf8QieuHb24JA032IxuWBPSy5u0Oyoz1K5-O-KCMIZCX2iqh_5WjxR6QWW6cZ8H90xsvahK8Z5f2quzD-Z6WRJ-v2dx4xIclvWvFicWzZ5iEFqPNxfrWvqiAywCYivuDQvh5mJN8FPUAK2fhYSM8C3wUDAYG32r-8Bd6z7Lf5a1SsTCMLQSlw5krC9eiupTTQnvd_4WrMk36NTlUGm6_18atvTdC2CbsNLBSc-Ah9VHWQmvyY-2klivwsATbOyz-g.73y4jG5ByONj1-NLeebigg.584a690bc051160b2adbe7af691feee2f0d6bc67ec9df93b6b3e63a1d2ffc7a8
https://rc-hr.com/files/2025-11/Creating%20A%20Development%20Plan%20in%20RivCo%20Talent.pdf
https://rc-hr.com/files/2025-11/Creating%20A%20Development%20Plan%20in%20RivCo%20Talent.pdf

* RivCo Talent Development Wizard Tutorial: Click Here

* RivCo Talent Development Plan Smart Wizard 1-Page Document: Click Here

- fi. QUICK REFERENCE GUIDE:
T A |_ = N T UTILIZING THE DEVELOPMENT PLAN WIZARD
IN RIVCO TALENT

. \ \ \ \

Utilize the Developmeant Plan Sman Wizard

You can use the Development Wizard to help you determine which competencies you need to improve in and
assign activities to help you improve in those areas.
« From your “My Development Plan”, select the Plan Paeriod whose details you want 1o update
+ Click “Deavelopment Wizard™ and choose from the following options
o Develop for a current position: Develop for a position you curmrenthy hold,
0 Select the position for which you want to develop from the menw
o Pick from all competencies: Develop for competencies you select.
o Develop for an aspirational job: Develop for a specific job.

o You wall enter the job classification in the Search bar, once you see the classification
you wish to develop towards you will click ok to get it added

« Complete an on-demand assessment of the competencies in the selected position or job compatency model
If you had selected to pick from all competencies, the assessment includes all competencies in the system.
Please note: if your employee does not have a completed evaluation you will nead to assess your amployees
current proficiency level from 0-5 with 5 being highly proficient.

« A “Reviewing Strengths and Weaknesses™ screen appears. Use this screen 1o analyze your pariormance against
competencies and select which to include in the development action plan.

« Salect each competency to include in the development action plan. Click "Mext”

« Salect tasks 1o assign. Below each competency is a list of development activities that are applicable to the
competency. including suggested leaming activities, goals. readings, and more. There is improved formatting
on this page as competencies you selected in Step 3 are organized in Step 4 as clickable headings. You can
now select the heading to see activities related to that specific competancy, rather than having one long list
of all the activities. If a competency was selected that is associated with a leaming aciivity, a leaming activity
link is suggested under “Suggested Learning Activities.” Clicking on the leaming activity link displays a course
SUMMary.

« Click “Finish.”

Read more about the Development Plan Sman Wizard by accessing the Performance Management guidabook.

Sl have gquestions? Reach out to the Performance Monogement Team ot PerformanceMgmi&rivco.ong.



https://vimeo.com/1063198109/87a15b66ed?fl=pl&fe=vl
https://rc-hr.com/files/2025-11/Utilize%20the%20Development%20Plan%20Smart%20Wizard.pdf

e Critical Role Identification Template - Critical Role Identification Template

Critical Role Identification Template RIVCO 4R
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This template helps you identify your organization’s most critical roles. In the first column, list the roles you wish to assess. In the
following columns, you'll find sample indicators of role criticality. You can add additional criteria in the fourth column or modify the
existing criteria by simply overwriting the text. If an indicator accurately reflects the role you're evaluating, click the box, and it will
automatically insert a checkmark. Upon completion, the visual representation will reveal which roles are the most critical.

Strategic Impact Vacancy Risk Value Creation

hh—::nll_u A vacancy in the role Role
List the roles you want to evaluate e Y | | apropetionsts veluefo
stratesic objectives. County priorities. Coumty

]

L]
] (.
| |} .

Critical Role Risk Template

This template will help you obtain directional insights on the level of risk exposure in your critical roles. For critical roles you list in
column 1, respond to the four risk statements in the additional columns by putting a checkmark in the box if you agree with the

statement. Upon completion, the visual will show you where the greatest risks exist (i.e., empty boxes indicate high risk). Use the
findings to inform actions for reducing risk.
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https://rc-hr.com/files/2025-10/Critical%20Role%20Identification%20Template%20Final_0.pdf
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https://rc-hr.com/sites/g/files/aldnop426/files/2023-08/New_Countywide_Competency_Model.pdf
https://rc-hr.com/files/2025-10/Critical%20Role%20Identification%20Template%20Final_0.pdf
https://rc-hr.com/files/2025-11/Creating%20A%20Development%20Plan%20in%20RivCo%20Talent.pdf
https://vimeo.com/852803437/af6b52d119?fl=pl&fe=vl&turnstile=0.P_Xp9Aj8WzK6tl2sEdTSnFhFTov7yd-mBUWfICVlinjoz25SZ-m2VbUESeD1PMgusSZ4kgjRmpXX8agl2l_83NReX3wiQu8NzfaAye7yMaabzAeUjlTB8P72aJifT-RwrA0cLmg7pacTKDo9bdo-S_P4Eh2tgNkJkAVNOUu_rkU2OENFYnmXzA9jTZw6RRlfymCT-Z5mLefbW4bPX0OAmu3YC3TYshB0WlptKJvHPDwh1o-KS1YOp7ZpzFPYbEEgIXtzII0clpRnK3w3m-c-jpxtNQOJfV8N0L8rxZ6-xsxz8uPeJw6VBtcqjggH86aTHHr2A_RcrwZ-G6Al1NwUmfY1FrZ_5jc-_ws9_s54FMQoEK3L0oDvaqO5a8NGLEtqarw_3NqamsiWJBXllax8VM2u3CChWsxSMZmoS9_K6tjXb2vdSFgUNpxmv4YidtoNgrYJTGpHm9TBYwAkSvpe7q9vHDx4SJVGuR42V5S7adhzo5AzLmkuZZB5ixgrNb_vdwIPxlMtLWDv46EJGfz5tRfpYXSxn2T4V-3nx0enX0lQx0XaglJAOHZO-nFJ_hlGO-XePXgh7_gs-RHKbbf1MS1PzRM6DUtAHx9VmSBBxiONM-I0WqU9pWtgm6olo5RZ6rARzj75W5lD3P_Lhj7Kwgf8QieuHb24JA032IxuWBPSy5u0Oyoz1K5-O-KCMIZCX2iqh_5WjxR6QWW6cZ8H90xsvahK8Z5f2quzD-Z6WRJ-v2dx4xIclvWvFicWzZ5iEFqPNxfrWvqiAywCYivuDQvh5mJN8FPUAK2fhYSM8C3wUDAYG32r-8Bd6z7Lf5a1SsTCMLQSlw5krC9eiupTTQnvd_4WrMk36NTlUGm6_18atvTdC2CbsNLBSc-Ah9VHWQmvyY-2klivwsATbOyz-g.73y4jG5ByONj1-NLeebigg.584a690bc051160b2adbe7af691feee2f0d6bc67ec9df93b6b3e63a1d2ffc7a8
https://rc-hr.com/files/2025-11/Utilize%20the%20Development%20Plan%20Smart%20Wizard.pdf
https://vimeo.com/1063198109/87a15b66ed?fl=pl&fe=vl
https://rc-hr.com/files/2025-11/Professional%20Development%20Plan%20Template%2011.4.25.pdf
https://rc-hr.com/files/2025-10/Performance%20vs%20Potential%20Matrix%20-%20Fillable%20Final.pdf
https://rc-hr.com/files/2025-10/Readiness%20Level%20Chart%20Final_0.pdf
https://rc-hr.com/files/2025-12/Simple%20Succession%20Planning%20Template%2012.1.25.pdf

