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Action Plan

RECOMMENDATIONS Issue Area Deliverables
Estimated

j Task Time
Completion

Date
Responsible
Manager Status/Comments

guidelines for consuithig others
collaborations whenever departments

Such guidelines would be a tool to
other departments for areas of

and to identify potential ways
sectors. Requests for funding

accompanied by a completed checklist Organization-Wide
been explored. Communication Admin Memo - Guidelines and checklist

Medium Term
90-270 Days 12/31/2006

Assistant
County
Manager

9/06 - Will be assigned to newly hired
Assistant County Manager; Recruitment
process will take place July-Aug 2006

—

both externally and internally,
County is recognized by outside
purposes, including reinforcing the

fostering public confidence in
through County services, and

work environment that encourages Organization-Wide
Internal and external publication of
County innovations/recognition by Medium Term

5126106- Enhanced County Profile
included in Recommended Budget

available on County wabsite with e-mail
announcement sent to County

employees; other publications to be
identified through internal/external

communications task forces
best workforce. Communication

Provide framing ~
in evaluating change, continuous

implementation plans for new
employees in problem solving and

internal effectiveness and Organization-Wide
Training

outside groups
——_______________

Training Plan for Managers/Supervisors

90-gp~~

Medium Term
90-270 Days

12/31/2006

12/31/2006

~~y~McMillan
~

Director of
Human

Resources

~J~ecomrnendadons 4 and 7) -

8/06- Will be assigned to new HR
Director; Recruitment and selection of
HR Director will be completed August

2006
a 90-dày task force comprised of
from a cross section of County

improvements to external
force would make specific
Manager on the proposed methods
Manager for Intergovernmental and
and provide advice to this task Organization-Wide

I
~

Countywide (external) communication
plan with recommendations and cost

estimates to improve external ShortTerm 9(
6/14/06 - plan submitted with proposed
task force membership, purpose and

Communication
Establish specifi~ é~ectation&1ór

communications. The County
regarding its expectations for

certain information throughout the
to identify ‘countywide”

so that department heads know Organization-Wide
the way down.” Communication

communication

~
Admin Memo - Specific expectations for
dissemination ofinformation throughout

organization

120 Days
~

Medium Term
90-270 Days

09/30/06

12/31/2006

Mary McMillan
~

Mary McMillan

desired outcomes

-—
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Action Plan

RECOMMENDATIONS Issue Area Deliverables
‘ Estimated

Task Time
Completion

Date
Responsible
Manager Status/Comments

a procedure that assures that
is distributed to all affected
and reasons for the policy

in the field and have daily contact
they understand the context of

communicate them to customers. A
for disseminating information, Organization-Wide
and suI~ect-specific meetings. Communication

Admin Memo - Procedures to assure
dissemination of policychanges to

affected employees
Medium Term
90-270 Days 12/31/2006

,

Mary McMillan

a 90-day task force comprised of
from a cross section of County

improvements to internal
be eager to help shape improved
work with senior managers on the
a topic identified as important to
specific recommendations to the
methods and costs. The County Organization-Wide

and coordinate this task force. Communication

‘

Countywide (internal) communication
plan with recommendations and cost

estimates to improve internal Short Term 90
communication ~ 120 Days 10/31/2006 ~~~llan

6/14/06 - plan submitted with proposed
task force membership, purpose and

desired outcomes

Appoint a subcommittee of three
to review the draft program and
in 1999-2000 to identify the
to produce a revised program for

subcommittee would identify
managers and departments in their

of their review efforts would be
other organizations and identify Organization-Wide

Succession Planning Program -

Updateof 1999-2000 Succession
Planning Program Proposal for adoption Short Term 9C

John
Maltbie/Maiy

5/10/06-memo to Dept Heads to
appoint representative to Succession
Planning Task Force; 6/19/06 - first

San Mateo County’s program. Succession Planning
responsibility for countywide -—________________

to the Assistant County Manager
leadership to each department

issue to the future of the County
be considered a key assignment

long-term effort, and requires a long-
thy-to-day activities relating to

Human Resources responsibilities,
of Assistant County Manager is Organization-Wide

Planning

in 2006 120 Days

Succession Planning Program - Short Term 9C
Assignment of countywide responsibilityj 120 Days

9/30/2006

I
~
~
~
~

5/1/2006

Welch

John Maltbie

meeting of task force held

Complete - John Maltbie will oversee
until new Assistant County Manager is
hired; HR Director to have significant

role in process

Draft action plan-Management Partners, Inc. 4/4/06
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Action Plan

TRECOMMENDATIONS Issue Area Deliverables
Estimated
Task Time

Completion Responsible
Date Manager Status/Comments

. Recommendation 10: Allocate sufficient funds for a
I
~

5/26/06 - Upgrade of Training Manager,
addition of one Management Analyst

comprehensive countywide succession planning program that and $100,000 for training included in
augments departmental succession planning activities. The budget P12006-07/2007-08 Recommended
for P12006-07 should contain sufficient funds in the Human
Resources budget for enhanced training, development and I Budget; 6/14/06 - approved request for

one-time funding $120,000 for Learning
succession planning programs. The specific amounts needed Management System; 9/06 - for Final
should be identified by Human Resources staff for next fiscal year Succession Planning Program - Budget, will review need for additional
(for at least one full-time position, initially), with funds for the Organization-Wide Allocation of funds in P12006-07 Short Term 90 funds when Task Force has completed
ongoing program identified in the first quarter of P12006-07. Succession PlannJ~g Budget 120 Days 9/30/2006 Reyna Farrales recommendations in Sept 2006

. Recommendation 11: Collect detailed information on all
succession planning efforts under way in County departments,
including an assessment of the effectiveness of each, and share the
information with all executive managers. This information can be
useful in the short term as departments create and/or enhance their Succession Planning Program -Report
internal succession planning programs. It also can be helpful in containing current succession planning John
identifying best practices internally, as well as resources needed to Organization-Wide efforts in County departments and Short Term 9C Maltbie/Mary
foster effective staff development and promotions. Succession Planning effectiveness of each 120 Days 9/30/2006 Welch In progress

~• ~ecommenaauon j~: ioenrny me top management poswons
in which incumbents are likely to retire within the next one to five
yeais (2006-2010) and develop individual plans to address
succession into those positions. The County Managers Office
should have conversations with each person in the atop .

management” positions to find out his/her plan for retirement and
enlist his/her assistance in creating a succession plan for the job.
The plan should include elements such as job expectations,
alternatives for organizing the work once the incumbent retires, Succession Planning Program -Report
identification of people within the organization wtio might be
candidates for the position, career development and mentonng
plans for those individuals, and an overall strategy for transitioning
from the incumbent to his/her successor.

Organization-Wide
Succession Planning

identifying incumbents in top
management positionswho are planning~
to retire in 1-5years, and succession j

plan for each j
Medium Term
90-270 Days 12/31/2006

Assistant
County
Manager

Each Department Headto be
responsible for assembling information

Recommendation j~: Identify mid-management positions in
which incumbents are likely to retire within the next one to five
years (2006-2010) and develop individual plans for succession into
those positions. This is similar to Recommendation 12 above for Succession Planning Program -Report
“top management”. Every department director should be provided identifying incumbents in mid-
with a list of likely upcoming retirements in his/her department and management positions whoare planning Assistant
take the lead in ensuring that individual plans are developed for Organization-Wide to retire in 1-5 years, and succession Medium Term County Each Department Head to be
succession into those positions. — Succession Planning plan for each 90-270 Days 12/31/2006 Manager responsible for assembling information

Draft action plan-Management Partners, Inc. 4/4/06
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Action Plan

r

RECOMMENDATIONS Issue Area Deliverables
.Estimated

Task Time
Completion

Date
r Responsible

Manager Status/Comments—_____

Recommendation ~: Identify management and supervisory
positions in which incumbents are likely to retire in the years 2011-
2016 and develop plans to recruit, develop, and/or retain needed
leadership. Attention should be place on this group in the second
and third year of the new succession planning program (P12007-08
and P12008-09).

Recommendation j~: Identify supervisors and management
analysts interested in career development, and create individual
development plans for each of them. Responsibility for career
development is shared by the employ~andth~~rg~ation.

-

Organization-Wide
Succession Planning

Succession Planning Program -Report
identifying incumbents in management
and supervisory positions who are
planning to retire in 1-5 years, and

succession plan for each
Medium Term
90-270 Days 6/30/2007

Assistant
County
Manager

Each Department Head to be
responsible for assembling information

Organization-Wide
- Succession Pl~

Succession Planning Program -Report
identifying supervisors and

management analysts interested in
career development, and individual

development plans for each
Medium Term
90-270 Da 6/30/2007

I
Assistant
County
Man~gçr

Each Department Head to be
~blefora~JnfomiatiOn

. Recommendation j.~: Create a menu of options that could
be used by executive managers in ensuring smooth transition of
individuals into the “mid-level management” positions. Examples of
options include (a) appointment of the successor several months to
a year prior to the departure of the incumbent for training purposes,
and during that time the incumbent would shift out of the direct role
into mentonng and knowledge transfer; and, (b) providing
candidates for the position with special projects and assignments
that would enable them and the County to evaluate their potential
and interest in the position.

Organization-Wide
Succession Planning

Succession Planning Program - Menu
of options for executive managers to
use in ensuring smooth transition of

individuals into mid-level management Longer Term
positions 1-2 years 12/31/2007

Assistant
County
Manager HR Director to have significant role

• Recommendation ji: Require all managers and~u~Ms~
to include “talent development” as part of their primely job
responsibilities, and evaluate them on the basis of their
performance on that indicator, among other key performance
indicators. All supervisors and managers should have development
of staff and preparation for promotion within the County as main
responsibilities.
• Recommendation j~: Establish a process to provide
recognition to managers who actively mentor and develop staff.
Mentoring and staff development should become an organizational
value in the same way that collaboration is a value. Recognition
could come in the form of favorable budget considerations for
resources that enable staff to take on special assignments and
participate in training; and publicizing success stories in intemal
newsletters, on the intranet, and by the County Manager and Board
of Supervisors.

Organization-Wide
Succession Planning

•

Succession Planning Program -

Inclusion of talent development in
primary job responsibilities and
evaluations of management and I

supervisors
~
Medium Term90-270 Days 12131/2006

~
.

~

~
12/31/2007

Director of
Human

Resources

.

.

Each Department Head to be
responsible for assembling information

Organization-Wide
Succession Planning

Succession Planning Program -

Recognition program for managers who
mentorand develop staff

Longer Term
1-2 years

Assistant
County
Manager HR Director to have significant role

Draft action p/an-Management Partners, Inc. 4/4/06
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Action Plan

Estimated Completion Responsible
RECOMMENDATIONS Issue Area

. Hecommendation 19: create and Implement training tori
employees in the core competencies for success identified most
often across the County. The Executive Council subcommittee
should work with County departments to identify the core
competencies needed by supervisors and managers. Human
Resources staff should then be tasked with the creation and
implementation of a related training program to help develop those
skills. County staff should be encouraged, and given the time and
opportunity to participate in outside training and coaching sessions
(such as those sponsored by CAL-ICMA and others) with topics Organization-Wide
~ impiement memoas~ ~

Deliverables

I !ani~!anae!LS~~s~

Task lime
1

Longer Term
J~i~a~

Date

..~PI~PL

Manager
.

Director of
Human

Resources_

Status/Comments

~

attracting young people who reflect the diversity of San Mateo
County to local government as a key, long-term strategy. The
County should work to recruit energetic young people to government
service to create a continuous pipeline of new talent, as well as to
address the diversity of the County’s clients. The County should
learn what is important to younger individuals and ethnic minorities,
and identify ways in which the County needs to change to be
attractive to them. Strategies could include expanded internship
opportunities, hiring college students for short-term projects,
appointing young people to County staff committees for college
credit, and using County employees as ambassadors with culturally
diversegroups and colleges.

Organization-Wide Hiring
and Promotional

Practices

Succession Planning Program -

Recruitment program to targetyoung
people who reflect the diversity of the

County
Longer Term
1-2 years 6/30/2007

Director of
Human

Resources
• Recommendation ~]~: Identify ways in which jobs can be
structured to accommodate newly retired individuals interested in
part-time or flexible schedules, while providing the County with their
talent and experience. As “baby boomers” retire but wish to remain
active and engaged in their professions, the County should find
ways to make use of this resource. While the emphasis should be
on San Mateo County retirees, it need not be solely restricted to this
group if others meetC~y needs.

• Recommendation ~: Conduct an analysis of the County’s
promotional hiring practices to identify what percent of employees
are hired from within the department that has an opening, what
percent are hired from other County employee ranks, and what
percent are hired from outside the County workforce. This measure
can be used by the Executive Council subcommittee as a baseline
to see how well the County is able to move current employees into
promotional positions. It also can be a point of comparison (and
inde) for departments most successful in doing so.

Organization-Wide
Succession Planning

Succession Planning Program - Part-
time and flexible schedules for retirees
wishing to remain active and engaged in!

their profes

I

Longer Term
1-2 years 632007

Director of
Human

Resourç~_
Each Department Head to participate in

~ss

Organization-Wide Hiring
and Promotional

Practices

Succession Planning Program -Report
with analysis of promotional hiring
practices by County department

Medium Term
90-270 Days 6/30/2007

Director of
Human

Resources

Draft action p/an-Management Partners, Inc. 4/4/06
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Action Plan

RECOMMENDATIONS Issue Area Deliverables
1 Estimated
I Task Time

Completion
Date

Responsible
Manager Status/Comments

a structured process for kë~i
institutional knowledge for their
Each retiring manager should be Succession Planning Program -

or reference document for the ~Cookbook” or reference document for
should be prepared the maximum each retiring manager that captures and Assistant

of the employee as possible Organization-Wide preserves institutional knowledge for the Longer Term County Each Department Head to participate in
tool. Succession Planning training of successors 1-2 years 6/30/2007 Manager process

Establish a procedure to overiip
so that the retiring manager
for at least a week or two,

manager, for training and mentoring Succession Planning Program -

outgoing employees should Procedure to allow overiap (double-fill) Director of
the new employee to benefit

knowledge.
Organization-Wide

Succession Planning
of positions where a replacementhas
been hired for a retiring employee

Longer Term
1-2 years 6/30/2007

Human
I Resources

Close coordination with Department
Heads required to accomplish task

Create a rotational assignme~t
Office as part of the Succession
the value of conducting program

analysis, and planning functions. Succession Planning Program - Assistant
to properiy implement the reviews Organization-Wide Rotational Analyst Program in County Medium Term County Added one Management Analyst in FY

Succession Planning Manager’s Office 90-270 Days 12/31/2006 Manager 2006-07/2007-08 Recommended Budget
the Assistant County Manager
element of the Succession

staff, selecting individuals from
participate in assignments, and Organization-Wide Succession Planning Program - Short Term 9( John Maltbie will oversee until new

EeTabIIS 1j1ô i1hãfl~ièifes
Succession_Plan~~j

~____

Assiq~ of co~~ ~nsibiIityi
S___

120 DaIs 5/1/2006
~

John Maltbie Assistant~

between departments for long-term
developing their County-wide I
executive managers are most . S

entire County organization range
knowledge to the specific area of Succession Planning Program - Mid-

for mid-managers to move Manager Program to move managers Assistant
them in becoming well-rounded Organization-Wide between departments to develop Longer Term County Close coordination with Department

Succession Planning Countywide management perspectives 1-2 years 12/31/2007 Manager Heads required to accomplish task

Draft action p/an-Management Partners, Inc. 4/4/06
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Action Plan

-

RECOMMENDATIONS Issue Area Deliverables
1 Estimated

Task Time
Completion

Date
Responsible
Manager Status/Comments— — -

Provide developmental assignments
departments and interdepartmental

opportunities for staff to learn
vantage points, and leam more

pursue. Additionally, rotations and
perspective on how the work is

improvements on process and
rotations and exchange opportunities

career development is worth an Organization-Wide
Succession Planning

Succession Planning Program - Staff
Rotation/Exchange Program for County

employes to explore career
dev opmentopportunities

I

Longer Term
1-2 years 12/31/2007

Assistant
County
Mana~er

Department Heads to complete task in
individud departments

Establish processes and a schedule
evaluating the Succession Planning

to make improvements in the
continuous improvement of the

to department heads how
for the County’s policy makers. If
much greater likelihood it will be Organization-Wide

head Succession Planning

Succession Planning Program -Regular
performance reporting for the

Succession Planning Program to make
continuous improvements

Longer Term
1-2 years

Assistant
County

6/30/2007 j Manager HR Director to play significant role— — —

Expand the County’s Management
to accommodate 20% of the

supervisory employees each year.
retirements, it is a critical time to invest

preparing individuals for promotion.
need more resources to expand the Organization-Wide

per year. — Succession Planning

Establish an annual training target for
20 hours of training per fiscal

with tracking the hours. In sethng
leadership should make it clear that

priority. While accommodating
flexibility on the part of department

the County’s commitment to Organization-Wide
succession planning. Training

Succession Planning Program -

Expansion of Management
Development and Mentoring Program

Longer Term
1-2 years

I

Assistant
County

12/31/2007 Manager

HR Director to play significant role;
Department Heads to identify

participants

County Employee Training Plan -

provide 20 hours oftraining each fiscal
year for every County employee

Longer Term
1-2 years 12/31/2007

Assistant
County
Manager HR Director to play signflcant role

Draft action p/an-Management Partners, Inc. 4/4/06
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Action Plan

r Estimated Completion 1 Responsible
RECOMMENDATIONS Issue Area

Recommendation ~ Require all first-time supervisoi~
(whether extemal hires or internal promotions) to attend a KNew
Supervisors Training’ class. This should occur within three months
of their appointment. The class should review County expectations
and policies on supervision and management of employees,
development of staff, and organizational culture and values. Human
Resources should be charged with tracking compliance with this Organization-Wide
requirement. Training

Deliverables

Training Plan for Managers/Supeivisors

Task Time

,

~

Medium Term
90-270 Days

Date

6/30/2007

Manager

Department
Heads

Status/Comments

HR to set up program and monitor
compliance—

Recommendation ~j Require all supervisors to attend a
minimum of eight hours of supervisory training each year.
Supervision and management, like technical skills, require ongoing
training and review to keep fresh. These eight hours would be
included within the 20-hour target suggested in Recommendation 31
above.

Organization-Wide
Training Training Plan for Managers/Supervisors

Medium Term
90-270 Days 6/30/2007

Departnient
Heads

HR to run program and monitor
compliance

Recommendation 34: Provide guidance and coaching to
department managers so they can ~ive specific feedback to
unsuccessful candidates. That way, these employees will be better
informed about how to prepare themselves for future promotional
opportunities. Feedback is important to learning arid career
development. Candidates should be given the opportunity to hear
their perceived strengths, weaknesses and development
opportunities so they may improve their skills and chances for
promotion.

Organization-Wide Hiring
and Promotional

Practices

Resources to provide guidance and
coaching for managers to provide
specific feedback to unsuccessful

candidates
Medium Term
90-270 Days 6/30/2007

Director of
Human

ResourcesRecommendation 35: Enhance the information provided t~/
Human Resources to employees about County procedures for
hiring, recruitment, promotion, and transfer. Further educating
County employees on how the system works will help reduce fears
of preferential and unfair treatment. Include information on
resources available to employees for furthering their career
development. The information should be provided regulaily as part
of the County’s internal communication outreach to employees, as
noted in Recommendation 7

. Recommendation ~j Create a formalized system to be used
County-wide for the hiring of Extra Help positions. Departments
should conform to some standard requirements as to how Extra
Help positions are filled — but these requirements should not result
in a delayed hiring process when departments need workloads
covered immediately. Having a simple yet standardized system will
reduce the appearance of bias or favoritism, as well as ensure a
basic level of qualify for Extra Help employees across the County. -

Organization-Wide Hiring
and Promotional

Practices

1

.

Enhanced communication to County
employees about hiring, recruitment,
~~andtranstarpractices.

Medium Term
90-270D~

I
~

6/30/2007

Director of
Human

Resources

Organization-Wide Hiring
and Promotional

Practices
Formalized system for hiring Extra Help Longer Term

employees 1-2 years 6/30/2007

Director of
Human

Resources

Draft action p/an-Management Partners, Inc. 4/4/06
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Action Plan

‘

RECOMMENDATIONS Issue Area Deliverables
Estimated
Task Time

Completion I Responsible
Date Manager Status/Comments

• Recommendation ~j Fund and increase the County’s
recruitment outreach and advertising efforts to diverse populations
on the Peninsula. Added resources may be helpful in drawing more Organization-Wide Hiring

Proposal to fund and increase
recruitment outreach and advertising Assistant County Manager, Deputy

applicants representing the diversity of cultures and languages
reflected within the county. —______

• Recommendation ~j Modify the County’s performance
evaluation system to ensure every County employee gets some
form of structured feedback on his/her job performance at least
once per year. As with other requirements, Human Resources staff
should document that this feedback discussion has occurred and
the employee should sign a statement that it has occurred.
• Recommendatio :M Couñë~forniä~e
evaluation processes to factor in employee input as a component of
supervisory reviews. This gives managers and supervisors specific
feedback on how to further improve their performance, which in
turn, increases skills and capabilities for promotion. Additionally, the
collaborative nature of the County requires that supervisors and
managers work well with their peers and be reliable collaborators.
Peer feedback can provide useful information for professional
development objectives.

and Promotional
Practices

Organization-Wide
Performance Feedback

~

Organization-Wide
Performance Feedback

efforts to diverse populations on
Peninsula ——

Performance Evaluation Improvement
Plan - modify County performance
evaluation system to ensure every

employee receives structured feedback
annually

Performance Evaluation Improvement
Plan - modifyCounty performance

evaluation system to include employee
input as part of supervisory reviews

Longer Term
~

Medium Term
90-270 Days

6/30/2007

6/30/2007
~

6/30/2007

I John Maltbie

Assistant
County
~

~

County Manager (Admin Svcs), HR
Director play roj~__.

HR Dire~ lay~gniflcant role

Longer Term
1-2 years

Director of
Human

Resources

• Recommendation ~ Create a process through which the
County Manager and executive team assess the performance and
capabilities of the top 1-2% of the management group, at least
through division head positions, as part of the succession planning
and development program. Through this process, the County
Manager and executive team can identify opportunities for
individuals to continue their professional development and Organization-Wide

.I
Performance Evaluation Improvement
Plan - modify County performance

evaluation system to include
assessment by executive team of top 1- Longer Term

Assistant
County

progression into leadershippositions in the County. -

• Recommendation ~fl Assign responsibility to ISO for
developing performance measures to accurately measure the cost
and benefit of IT spending. These performance measures should be
focused on cross-departmental and countywide IT projects, and
should be reported annually. —______

Performance Feedback.

Organization-Wide
Information Technology

2% of management group

Countywide IT Performance Measures
and Annual Reports

1-2 years

Longer Term
1-2 years

6/30/2007

6/30/2007

Manager

Chris Flatmoe

• Recommendation ~j Develop a new administrative policy
on information technology that requires that ISO be involved at the
beginning of a department’s process of evaluating its technology
needs or improvements. In support of this new policy, the ISD
Director should provide a complete and comprehensive report to the
County Manager of Countywide IT spending plans for the next fiscal
year during the budget cycle. Meaningful guidance should be
provided to departments so that Countywide interests are
considered early in the decision making process.

Organization-Wide
Information Technology

S

Administrative Memorandum
Medium Term
90-270 Days 6/30/2007

Assistant
County
Manager IT Director to play significant role

Draft action p/an-Management Partners, Inc. 4/4/06
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Action Plan

-

RECOMMENDATIONS Issue Area Deliverables
Estimated
Task Time

Completion
Date

Responsible
Manager Status/Comments-

Establish an Information Technology
of department heads and

Manager. The ITPC’s mission
information technology policies,

recommendations for funding. Its
any separate recommendations

Board of Supervisors for funding.
among the members, with the
member providing staff support

County Manager or Deputy County Organization-Wide
would also serve on the ITPC. Information Technology

Plan for creation of IT Planning Council;
purpose; roles and responsibilities; Medium Term

membersh~p_ 90-270 Days 6/30/2007

(

‘

County
Manager

Assistant County Managerto head the
—~ Council

evaluation criteria approved by
results achieved by each of the

associated staff time, review their
as indicated by the review.

committees is important as a way Organization-Wide
is produ~~y~esired outcomes. - Information Technology

the County’s IT Strategic Plan
decisions about IT investments,

five-year timeframe for budgeting. Set
of the IT Strategic Plan for San

•

Evaluation of results - IT committees

~

Longer Term
1-2 years 6/30/2007

Assistant
County
Manager

plan should establish an
meeting operational needs of

for the strategic planning process
ITPC, and would be developed Organization-Wide

departments. . - Information Technology Revised County IT Strategic Plan
Longer Term
1-2 years 6/30/2007

Assistant
County
Manager

IT Director to develop the Plan for
consideration

Draft action plan-Management Partners, Inc. 4/4/06
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RECOMMENDATIONS Issue Area Deliverables
Estimated
Task Time

Completion
Date

Responsible
Manager Status/Comments

• rwvummenuauun qo: irnupie p u~p~mr~rn~u review pruues~
using an independent consultant, with assistance from assigned
County staff, to make recommendations for program improvements.
The assignment of County staff to work with an experienced
consultant offers many benefits to the County and those assuming
the assignments. In addition to providing useful information for the
department under review and the County Manager and Board of
Supervisors, the investment in program reviews can be part of the
County’s succession planning sequence by developing the skills of
staff who aspire to County leadership positions. The consultant
would have the ultimate responsibility for completion of reports, and
presentations to County management and the Board of Supervisors.
The Assistant County Manager should assume the day-to-day
operational responsibility for this review function. The County
Managers Office staff needs to accommodate this process are
discussed in the later section of this report regarding the
o~g~ization of the Office.

Organization-Wide
Department Reviews

Work plan and schedule; regular status
reports; findings and recommendations;

final report; implementation plan

Recommendations to modify
department and agency names

Short Term 9C
120 Days

—

10/31/2006 Reyna Farrales

Reyna Farrales will oversee first review
(Department of Housing) until new
Assistant County Manager is hired;

611/06 - kick-off meeting with
Management Partners and Review

Team members; 6/06 - developed work
plans, conducted orientation and focus
groups; 7/6/06 team meeting-monthly

status
• Recommendation 47: Hevlew lepartmentanWa~ity names
to determine whether changes would help customers find the
service they seek, and make changes as appropriate. The Deputy
County Manager for Intergovernmental and Public Affairs should
assist in the review and naming process to provide a non-
departmental and customer perspective. Based on our review of
overall County organization, we believe that using the term
“department’ for the operating units would establish the necessary
consistency and remove the confusion that currently exists. The
subordinate working groups for each department would then
become divisions.

Organization-Wide
Dept/Agency
Names/Tides

Medium Term
90-270 Days 6/30/2007

Assistant
County

Manager/Mary
McMiiian

Should be accomplished for FY 2007-
08/2008-09 Budget

• Recommendation 4~j Create standard e-mail groups to be
used for the appropriate type of communication and monitor their
usage to aid in consistency. ISD should create e-mail grouping
templates for various organizational levels (i.e. the
Agency/Department Director level, Deputy Director level and so on).
These group names should be distributed countywide for use by all
employees to ensure consistent inclusion of the correct employees
in communications. -

• Recommendation ~j Create a detailed online County
directory by service, program, and staff to make it easy for
customers to find who or what they seek. -

Organization-Wide
Information Technology

Organization-Wide
Information Technology

.

S

Standard E-Mail Groups
~
~

Online County Directory

Longer Term
1-2 years

Longer Term
1-2 years

6/30/2007 Chris Fiatmoe

S

Department Heads to participate in
developing groups6/30/2007 Mary McMillan

Draft action p/an-Management Partners, Inc. 4/4/06
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RECOMMENDATIONS Issue Area Deliverables
I Estimated

Task Time
Completion

Date
Responsible
Manager Status/Comments— -

Increase the budget for each member
an amount equal to one additional
used at the discretion of the
be beneficial to members of the
demands placed on them by

and other responsibilities.
budget for each Supervisor, and
the need is for an additional staff
address specific single needs. Organizational Changes

-________________

Budget adjustment
Short Term 90
120 Days 5/31/2006 Reyna Farrales

5/26/06 - Added 5 Chief Legislative Aide
positions to FY 2006-07/2007-08

Recommended Budget
Moaity tue role Of tue Ass,stan~

leadership for multi-disciplinary
executive leadership for

level support and assistance on
This position could play a lead
task forces and in setting key

value-added assistance by the
be with County health, human
and information technology —

policy, collaborative and program
these program and functional

Organizational Changes Assignment of roles and responsibilities
Short Term 9(

120 Days 6/30/2006

S

John Malthie
Will assign roles and responsibilities to

newAssistant County Manager
Transfer the Capital Projects unit fo -_______________

Director to provide oversight for the
capital improvement plan for the

Department currently has responsibility
alignment with capital projects
Capital Projects unit to Public
provide the level of oversight

the County. Organizational Changes

Create an Economic Development
the responsibilities of the Real

Economic Development, and have the
County Manager for Community
well served by establishing an

Transition Plan
Short Term 9C

120 Days 10/1/2006

~
‘

John
Malthie/Paul
Scannell/Neil

Cullen

Neworganizational structure will be
included in September Revisions for

Adopted Budget

~

particularly for the Fair Oaks
The Real Property Manager has

creating an economic development
responsibility for economic

Manager would serve as a
individual. - Organizational Changes Transition Plan

Short Term 90
120 Days 10/1/2006

John
Malthie/PauI
Scannell

Director of Economic Development
adjustment included in Recommended

Budget; New organizational structure will
be included in September Revisions for

Adopted Budget

Draft action p/an-Management Partners, Inc. 4/4/06
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RECOMMENDATIONS Issue Area Deliverables
Estimated
Task Time

Completion
Date

Responsible
Manager Status/Comments

one senior analyst level position
assigned to the Assistant County
management development program

with the departmental review
primarily be assigned to the County

assigned to any of the operating
in-house personnel for future

organization. Organizational Changes Budget adjustment
Short Term 9C
120 Days 5/31/2006 Reyna Farrales

5/26/06 - Added one Management
Analyst in Recommended Budget

Create a new position of Assistant
Agenda Administrator position. An
would add capacity and provide

function. The Clerk of the Board
County Managers Office. - Organizational Changes

Salary Ordinance Amendment and
Budget adjustment

Short Term 9C
120 D~y~ 5/31/2006 Reyna Farrales

6/6/06 - Add/Delete included in June
Salary Ordinance Amendment and

Recommended Budget

Review the August 2005
& Ray to ascertain which can be
can be implemented later and
The review and decisions should
the County Managers Office, the

the Assessors Office. The new
manage this review and report

Manager on a regular basis. Organizational Changes
rrtr~irur~kMe me r~ponsuc~iiues or ir~ —__________________

Monthly report with status of
implementation for each

recommendation in BB&R review,
quarterly status report to Assessment

Appeals Board members
Short Term 90

120 Days 4/30/2006

Nancy Guerrero
and Assistant
Clerk of the

Board

4/06 - Completed status report April
2006; Most recommendations have
been completed with exception of

improvements to EZ Access system;
working with Assessors Office to

implement remainder of
recommendations

and Performance to include
and change the title to

Administrative Services. Increase the
Deputy County Manager to provide
the following functions: (1) Budget
be expanded to include CDF
Resources (which would include

and Risk Management), and (3)
include Purchasing, Copy Center,

formalize the assignment of the
liability to the County Counsel.

that a new Director of Human
to handle the full range of

function. Enhancing the
Manager to include a broader

will provide developmental Organizational Changes

S

~

~

Transition Plans

S

Medium Term
90-270 Days

‘

~
~

10/1/2006 John Maltbie

S

S

5/26/06 - Deputy County Manager for
Administrative Services adjustment

included in Recommended Budget; New
organizational structure will be included
in September Revisions for final budget

Draft action plan-Management Partners, Inc. 4/4/06
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RECOMMENDATIONS
‘I Mevummenu~uun oo; iwo ~i pu~iuwr or uepui~y ~vuriry
Manager for Community Services to have management
responsibility for the following County functions: Planning and
Building, Public Works (to include Capital Projects), Housing, Parks
and Recreation, Public Safety Communications, Economic
Development (to include Real Property), and Resource
Management. Assign assistance to the Local Area Formation
Commission and the San Mateo County Library Joint Powers
Authority to the Deputy County Manager for Community Services.
With this change, Public Safety Communications would become a
unit within the County Managers Office. A new Office of Economic
Development would be created, to include responsibility for Real
Property. New County departments would be established for
Planning and Building, and Parks and Recreation. The County
departments of Public Works (to include the Capital Projects unit)
and Housing would remain separate departments, but would be
coordinated and receive management oversight by the Deputy

Issue Area Deliverables
Estimated
Task TIme

Completion
Date

Responsible
Manager Status/Comments

Medium Term

5/26/06 - New Deputy County Manager
of Community Services position added

in Recommended Budget; New
organizational structure will be included

County Manager. The Resource Management function is included in
. Recommendation ~j Assign the added responsibiuit~ii~r
intemal communications, strategic planning and special projects to
the Deputy County Manager for Intergovernmental and Public
Affairs. Add one analyst position and one graphics
specialist/administrative support position to assist with the
increased scope of work. — —

. Recommendation ~Qj Eliminate the Employee and Public
Services Department of the County and transfer its functions as
follows: (1) To the Tax Collector/Treasurer: Revenue Services (all
but Animal Licensing, which would go to the Health Department
along with Animal Control), (2) To the Deputy County Manager for
Administrative Services: Human Resources Department; Mail

OrganizationaJç~~g~
~

.

Organizational Changes

Transition Plans

Assignment changes and budget
adjustments

S

90-270 Days

Short Term 90
120 Days

10/1/2006 John Maltbie

~

6/30/2006 John Maltbie

5/26/06 ~èputy County Manager for
Intergovernmental and Public Affairs

adjustment, addition of one
Management Analyst and one Graphics
Specialist included in Recommended

Budget

S

Center/Copy Center/Purchasing, (3) To the Deputy County Manager
for Community Services: Public Safety Communications. These
changes will build on the theme of collaboration and coordination
across the County organization, and will provide greater visibility for
functions with both external and internal customers of the services.
All the receiving entities have the capacity to handle the
organizational responsibilities resulting from the changes. — Organizational Changes Transition Plans

Medium Term
90-270 Days 10/1/2006

John
Malthie/Ma,y

Welch

6/20/06 - transfer of Revenue Services
to Tax Collector-Treasurer included in
June budget revisions; 10/06- aLl other
organizational structure changes will be
included in September Revisions for

final budget

Draft action p/an-Management Partners, Inc. 4/4/06
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RECOMMENDATIONS Issue Area Deliverables
Estimated
Task Time

Completion
Date

Responsible
Manager Status/Comments

. Recommendation 61: Create a Human Resources
Department with the Director reporting to the Deputy County
Manager for Administrative Services. The full range of Human
Resources activities relating to employee recruitment and selection,
classification and compensation, training, benefits, risk
management, equal employment opportunity, and employee
relations should remain as a cohesive work unit to ensure the
coordination necessary for effective service delivery. Organizational Changes

5

Budget adjustment and transition plan
Medium Term
90-270 Days 10/1/2006 John Maltbie

5/26/06 - Position adjustments included
in Recommended Budget; New

organizational structure will be included
in September Revisions for final budget

. Recommendation p~j Ass~gn tne Hrsk Management tuncflor~
as part of the Human Resources function within the Administrative
Services section of the County Managers Office. There are natural
ties between the personnel and administrative activities previously
recommended for placement in the County Managers Office. In
addition, there are ties of the financial aspects of Risk Management
to the budgeting responsibilities of this Deputy County Manager.
Continuing a close relationship and coordination with the County
Counsel’s Office handling the legal aspects of risk and liability
management is assumed with this transition of the function to the
Deputy CountyM~L

Recommendation~ Assign responsibility for legal services
contracts for Risk Management functions to the County Counsel.
The legal aspects of liability for Risk Management activities should
rest with the County Counsel. Continued close collaboration with
the Human Resources and Risk Management staff should continue.

Recommendation ~4j Assign Purchasing/Copy Center/Mail
Room as part of the new Administrative Services division of the
County Managers Office. The determination of supervisory
responsibilities should be made as part of the transition planning for
these activities.

Organizational Changes Transition Plan
Medium Term
90-270 Days 10/1/2006 John Maltbie

New organizational structure will be
included in September Revisions for

final budge~~

Organizational Changes

—

Plan
Medium Term
90-270 Days 10/1/2006 John Maltbie

~I
•

10/1/2006 John Maltbie

New organizational structure will be
included in September Revisions for

final_budge~_

Organizational Changes Transition Plan
Medium Term
90-270 Days

New organizational structure will be
included in September Revisions for

final budget
Recommendation §~ Assign the Public Safety

Communications unit to the new Community Services group within
the County Managers Office. The Public Safety Communications
Manager would report to the Deputy County Manager for
Community Services. This assignment will solidify the working
relationship between the chief executive level of the County and the
various participants in the service.
. Recommendation ~ Create a facilities plan for a future new
location of Public Safety Communications. This plan should build in

Organizational Changes
S

Transition Plan
Medium Term
90-270 Days 10/1/2006 John Maitbie

New organizational structure will be
included in September Revisions for

final budget

some level of growth for the addition ofconsoles in case of further
consolidation in the future. — Organizational Changes

Longer Term
1-2 years 6/30/2007 Neil Cullen

Draft action p/an-Management Partners, Inc. 4/4/06
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RECOMMENDATIONS Issue Area Deliverables
Estimated
Task Time

Completion
Date

Responsible
Manager Status/Comments

Revenue Services to the Tax
plan to transition management and

to the Tax Collector/Treasurer.
Revenue Services to the Health
Control). The Division should be

Collector/Treasurers administration, with
Given current space constraints,
possible in the short-term. Work
and the Tax Collector/Treasurer
transition will require a phasing

plan, move Animal Licensing with
Department, since Animal Licensing is

which is being moved to the
mission pertaining to public health

—______ Organizational Changes

Eliminate the Environmental Services
the functions to other County

the Deputy County Manager for
and Building, Local Area Formation

Library Joint Powers Authonty,
the Deputy County Manager for

Department of Forestry contract
Department: Animal Control;
UC Cooperative Extension. The

benefit by close coordination with
report. In addition, the visibility

services with oversight by the County
coordination with other governmental

Organizational Changes
Create a Planning and Building

County Manager for Community
greater policy and strategic level

Transition Plan 4

S

Medium Term
90-270 Days 10/1/2006 John Maltbie

6/20/06- transfer of Revenue Services
to Tax Collector-Treasurer included in
June budget revisions; 10/06 - transfer
of Animal Licensing and Animal Control
to Health Department will be included in
September Revisions for final budget

S

Transition Plans
Medium Term
!~QP~y~ 10/1/2006 John MaIthie

New organizational structure will be
included in September Revisions for

budge

Medium Term
New organizational structure will be
included in September Revisions for

function. — Orgarizational Changes
Transfer the responsibility for
created Deputy County Manager
move will keep the County’s
future land use and services for

Organizational Changes

Transition Plans

Transition Plans

90-270 Days

Medium Term
90-270 Days

10/1/2006

10/1/2006

John Maitbie

John Malthie

final budget

New organizational structure will be
included in September Revisions for

final budget—

Draft action p/an-Management Partners, Inc. 4/4/06
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RECOMMENDATIONS Issue Area Deliverables
Estimated
Task lime

Completion
Date

Responsible
Manager Status/Comments

Transfer the responsibility for
functions to the newly created Deputy

Services. The working relationship
cities for library services can

executive oversight. This oversight
Managers Office. — — Organizational Changes Transition Plans

Medium Term
90-270 Days 10/1/2006 John Maltbie

New organizational structure will be
included in September Revisions for

final budget

Create a Parls and Recreation
new Deputy County Manager for

of current and future services
incorporated and unincorporated, is key
County Managers Office best meets

coordination. Organizational Changes Transition Plans
Medium Termf 90-270 Days

Medium Term
90-270 Days

10/1/2006 John Malthie

New organizational structure will be
included in September Revisions for

final budget—

Animal Control Services to the
aspect of animal control operations

the diseases resulting from wild
must deal with these potential
best suited to provide direction
of this move, and as part of the

the Tax Collector/Treasurer, move
Department. Organizational Changes Transition Plans 10/1/2006 John Maltbie

New organizational structure will be
included in September Revisions for

final budget
Assign responsibility for the

Measures division to the Health
The majority of its functions is

health and environmental health
would benefit by integration with

Organizational Changes

f

Transition Plans

Medium-to-
Long Term 90-
Days to 1-2

years
no later than
9/30/2007 John Malthie

Will review inspection and regulatory
responsibilities as well as need for

agriculture promotion in community and
develop phase-in recommendations as
part of September Revisions for final

budget S
responsibility for the University

to the Health Department Orqa~,izati~ational Chana~
~

Transition Plans
5_5~

Medium Term
90-270 Days
- —

10/1/2006S_____ John Malthie
S —

New organizational structure will be
included in September Revisions for

- fln~qg~__

section, reporting to the Deputy!
Services. This assignment will
financial aspects of the contract
not impacting the basicday-to-1contract. It will also provide a!

opportunity for the Deputy County~
Organizational Changes Transition Plans

Medium Term
90-270 Days 10/1/2006 John Maltbie

New organizational structure will be
included in September Revisions for

final budget

Draft action p/an-Management Partners, Inc. 414/06
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RECOMMENDATIONS Issue Area Deliverables
Estimated
Task Time

Completion
Date

Responsible
Manager Status/Comments— —

Recommendation ~ Assign the Public Works Department
to report to the Deputy County Manager for Community Services.
This move will provide coordination and alignment of activities with
similarly-focused County functions as well as improve coordination
with special districts, cities, and other agencies in the County. The
timing of this reporting relationship change should be determined by
the County Manager. — Organizational Changes

S

Transition Plans
Medium Term
90-270 Days

I

10/1/2006 John Maltbie

New organizational structure will be
included in September Revisions for

final budget
. Recommendation 78: Move the Tobacco Prevention
Program to the Health Department. The focus of the tobacco unit is Medium Term

New organizational structure will be
included in September Revisions for

clearly alig with the mission of the Health Department. Organizational C~~ar~ges
.Wecommei~dät1on ~ SfructureWA ordD~) -

strategic planning process to include meaningful leadership and
collaboration with the Health Department and with other County
operations whose services and clients are affected by substance
abuse. Include as an element of the planning process the question~
of where alcohol and drug abuse services should be located within~
the organization. The placement of the unit should follow thel
strategic and programmatic focus of the unit. Organizational Changes

Transition Plans 90-270 Days
S____ —

~
~

Recommendation on where Alcohol and1Drug should be placed in the County Longer Term
organization 1 1-2 yeais

10/1/2006
*rn—

~

6/30/2007

John Malthie

Assistant
County
Manager

final bud~_______
-———-rn

Recommendedorganizational changes
will be developed as part of strategic

plan

Draft action p/an-Management Partners, Inc. 4/4/06


