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[This template contains limited instructions for properly completing this document. The following table contains the template style conventions and should be deleted during development.]
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]



Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.
[bookmark: _Toc449445124]Introduction
[Introduce the HR and Staff Management plan and state its purpose.]

[bookmark: _Toc449445125]HR and Staff Management Planning Approach
[In this section, describe the general approach to managing staff on the project. To determine the approach, consider other project artifacts and resources that will influence HR planning activities, such as current organizational charts, departmental HR Policies, identified project risks, documented constraints, the Project Charter, the Project Scope Statement, the Preliminary Work Breakdown Structure (WBS), and known project milestones or high-level timeframes.]




[bookmark: _Toc449445126]HR and Staff Management Plan Development Roles and Responsibilities
[bookmark: _Toc448929959][bookmark: _Toc448933971][Enter the project participant’s name, their role on the project, and the responsibilities associated with the role with regard to HR and Staffing Management activities.]
	Name
	Role
	Responsibility

	
	
	

	
	
	

	
	
	



[bookmark: _Toc449445127]Project Organization Chart
[Insert a Project Organization Chart here or, if more appropriate, as an appendix. The CA-PMF Project Organization Chart Template can be used as an aid to develop the organization chart.]

[bookmark: _Toc449445128]Project Staffing Estimates
[Document the project’s estimated staffing requirements by project phase. Estimate when each resource is to start on the project, along with the estimated work duration based on the WBS.]

[bookmark: _Toc449445129]Required Staffing Skills and Competencies
[Document the various project roles required, the roles, responsibilities, and the required skills and 
Enter the following information in the table below,
Name – The name of the project participant
Role – A function assigned to a person on the project. Examples include Project Manager, Business Analyst, Test Manager, Trainer, and Developer.
Responsibility – The assigned duties and work a team member is expected to perform in order to complete project-related tasks and activities.
Skills/Proficiency – The competency and capability of a project team member that is required to complete assigned tasks and activities within the established time and quality parameters. Proficiency is defined as:
1 – Proficient
2 – Competent
3 – Learner
4 – Novice

	Name
	Role
	Responsibilities
	Skills/Proficiency

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc449445130]Staffing Assumptions and Constraints
[Document assumptions and constraints made during the planning process. Examples of assumptions include internal commitments, availability of resources, budget for training and development, project duration, the use of outside contractors, and other aspects of acquiring and managing staff. Examples of constraints include the project budget, use of outside contractors, requirements to use internal training curriculum, resource availability, compliance with labor contracts, or other elements limiting the project’s methods for staffing.]
	HR Management Plan Assumptions and Constraints

	Topic
	Assumption/Constraint

	
	

	
	

	
	



[bookmark: _Toc449445131]Staff Acquisition Strategy
[Document the process for confirming resource availability, as well as for obtaining commitments to assemble the team. For state staff, this often includes obtaining commitments to use staff for specific durations. If new state positions need to be filled, account for lead time to accommodate the state hiring process.
When acquiring staff, assess whether the resources possess the required skills to perform assigned responsibilities. Document all skill gaps. Skill gaps should be documented in the Skills and Skill Assessment Template, along with the proposed development activities required to overcome deficiencies.
If the project will use contracted resources, plan appropriate lead times to conduct associated procurements. The requirement to use contracted resources should be documented in the Procurement Management Plan.]


[bookmark: _Toc449445132]Staff/Team Development Plan
[bookmark: _Toc449445133]Skill and Competency Development
[Describe how staff skills will be assessed and developed. Assess whether staff members require any training to competently fulfill their project duties. If anticipated project team members do not have the required level of competency, identify the training required and include the training costs in the project’s baseline cost. Refer to the Skills Assessment Template for assistance in evaluating staff competency.]
[bookmark: _Toc449445134]Team Development
[bookmark: _Toc448929960][bookmark: _Toc448933972][Describe the process and activities that will be used to foster teamwork and develop a high-performing team.]

[bookmark: _Toc449445135]Project Orientation
[Determine the project’s orientation process for both state and contracted team members. Determine who is responsible for completing orientation activities.]

[bookmark: _Toc449445136]Administrative and Performance Management Approach
[Determine and document the process for tracking team member performance, providing feedback, resolving issues, and managing changes to optimize project performance.]

[bookmark: _Toc449445137]Staff Transition Plan
[Document how staff replacement and staff transition will be managed during the project lifecycle.]

[bookmark: _Toc449445138]Staff Replacement
[Describe the process and expectations for replacing State and Contractor staff vacancies, and the dictating processes and policies.]

[bookmark: _Toc449445139]Transition at Project Completion
[Document the process for releasing and transitioning state staff once their project responsibilities are complete or the project ends. 
The process to release contracted staff should also be outlined. Refer to the Procurement/Contract Management Plan for procedures. The transition approach, including knowledge transfer, should be documented in the contractor’s transition plan.]


