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Section 1 – Executive Summary  
This report documents recommendations to improve DTSC’s organizational health and culture 

based on data gathered from DTSC leadership and staff via an online survey, focus groups, and 

interviews. These recommendations are a synthesis of best practices to achieve organizational 

excellence and staff’s own improvement ideas to address their priority concerns.  

By implementing the recommendations in this report, DTSC will be better positioned for long-term 

success by creating an organization dedicated to excellence, accountability, and performance. This 

will make DTSC an exceptional place to work and allow the Department to continue to recruit and 

retain qualified staff that are fully engaged and dedicated to achieving DTSC's Mission.  

The recommendations in this report, once approved by DTSC, will be synthesized into a multi-year 

Organizational Health Strategy and Implementation Roadmap. To implement this roadmap, DTSC 

will advance a performance management framework that includes the development of Action 

Plans for each initiative (derived from recommendations) and a standardized performance 

management process. The performance management process will track implementation of each 

initiative and assess whether the initiatives benefited DTSC.  

1.1 – DTSC Organizational Strengths 
Overall DTSC is well-positioned to improve its organizational health; DTSC leadership and staff are 

dedicated to the Department’s mission and want to see the organization and their colleagues 

succeed. 

DTSC recently filled all vacant leadership and key management positions with highly skilled and 

competent recruits. This is the first time in nearly two years that DTSC has had a stabilized 

leadership team. Once fully integrated into the organization and their programs, these new 

leaders will be critical in aligning DTSC staff around the Department’s strategy, mission, and goals, 

and ensuring their programs and staff are held accountable for their actions and performance.  

DTSC leadership is fortunate to have engaged and technically skilled employees that are dedicated 

to public service and are eager to improve DTSC’s organizational health and culture. With effective 

nurturing and support, staff could accelerate the results of the Organizational Health Assessment 

(OHA) recommendations and any strategic goal the Department adopts; staff want to see DTSC 

succeed in its mission of protecting California’s people and environment from the harmful effects 

of toxic substances. Furthermore, staff have strong connections to the public and want to do what 

is best for the communities they serve.  

DTSC currently possesses the organizational elements necessary to improve the delivery of 

services to the public. Core programs, such as Permitting and Cleanup, have undergone or are 

undergoing program and process reviews to optimize their operations. Furthermore, the creation 

of critical support programs, such as the Office of Public Participation and the Office of 
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Environmental Justice and Tribal Affairs, will improve how the Department interacts with the 

public by aligning the Department’s actions with the needs and expectations of external 

stakeholders. 

1.2 – OHA Framework  
The OHA framework leveraged an industry best practice model for assessing organizational 

performance, the Baldrige Framework for Organizational Excellence1. This framework was 

customized for DTSC’s unique needs and the goals of the OHA Project. The project analyzed 

organizational health in the following OHA framework categories: 

• Strategy, Mission, and Goals.  

• Leadership.  

• Stakeholder and Public Engagement.  

• Employee Engagement and Development.  

• Organization and Operations.  

• Tools and Technology. 

1.3 – OHA Recommendations  
Figure 1 highlights key recommendations for each OHA framework category. Details about each 

OHA recommendation and associated findings, including additional funding or resources needed 

to implement the initiative, are explored in the remainder of this report. 

Figure 1 – DTSC OHA Framework and Recommendations 

   

                                                      
1 NIST, US Department of Commerce, “Baldrige Excellence Framework”. www.nist.gov.  
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Section 2 – Introduction and Organizational Strengths  
2.1 – Purpose of DTSC Organizational Health Assessment 
The purpose of the OHA project is to help DTSC position itself for long-term success by identifying 

organizational strengths and weakness, documenting opportunities to improve organizational 

health and culture, and then prioritizing those improvement opportunities in a multi-year 

roadmap. Finally, the OHA project will conclude with Action Plans for year-one organizational 

health initiatives.  

Leadership’s primary goal for this project is to create an exceptional place to work where staff 

remain engaged, committed, and accountable. By soliciting information and input from staff 

across an organization, this OHA identifies what needs to be done, from staff’s perspective, to 

improve DTSC’s culture. To support an independent analysis, DTSC contracted with The Highlands 

Consulting Group, hereafter referred to as the OHA consulting team, to assess and analyze staff’s 

input without bias on issues or solutions, and to explore best practices to identify practical 

recommendations. As a result, the findings and recommendations in this report are primarily 

derived from input and conversations with DTSC staff. 

OHA Findings and Recommendations Report  

This report documents enterprise-level recommendations to improve DTSC’s organizational health 

and culture based on findings from the OHA analysis. This report focuses on improvement 

opportunities, rooted in staff’s biggest areas of concern, and highlights initiatives DTSC will 

implement to achieve organizational excellence.  

2.2 – Summary of DTSC’s Organizational Strengths 
While this report focuses on recommendations to improve staff’s perceived weaknesses in 

organizational health, the OHA identified numerous organizational strengths. These strengths 

show that DTSC maintains the requisite capabilities to foster an organizational culture where staff 

remain engaged and are focused on achieving the Department's mission. For instance, staff are:    

• Dedicated to the success of the Department and understand the importance of their work 
for the people and environment of California2. 

• Committed to their own professional growth and development3. 

                                                      
2 Derived from Survey Questions #10: I understand the relationship between my job and DTSC’s mission; #37: I am 
aware of DTSC’s mission and goals; #60: DTSC employees strive to meet the needs of the communities we serve; and 
#61: I have a personal stake in the future of DTSC.  
3 Derived from Survey Questions #15: I’m able to set clear goals for my work; and #35: I am comfortable speaking with 
my supervisor about opportunities to develop my career.  
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• Satisfied with communications within work units (e.g., Branch and Division) and their 
relationship with their direct supervisor4.  

• Comforted to have a fully staffed and engaged executive leadership team5. 

2.3 – OHA Framework 
The OHA consulting team used an industry standard for the OHA framework – the Baldrige 

Framework for Organizational Excellence. The framework was modified to focus on key elements 

of organizational health and culture and to meet the unique needs of DTSC as a public-sector, 

regulatory organization. Figure 2 illustrates the six categories for the DTSC organizational health 

assessment.  

Figure 2 – DTSC OHA Framework 

 

The center of the framework represents the Department’s Strategy, Mission, and Goals, which 

document the reason for DTSC’s existence. It also formalizes its top strategic goals, and how DTSC 

accomplishes its purpose and goals. Leadership guides the organization according to the strategy 

and provides direction and motivation to staff. Leadership also represents, embodies, and 

communicates the organization’s values, both internally and externally. Stakeholder and Public 

Engagement sets the tone of DTSC’s interactions with interested parties. Employee Engagement 

and Development involves investments in employees to be inspired, engaged, and committed to 

carrying out DTSC’s mission, vision, and goals. Organization and Operations includes the 

                                                      
4 Derived from Survey Questions #25: My supervisor is open to accepting my ideas or suggestions; #28: My supervisor 
treats me fairly; #34: I am comfortable expressing my ideas and opinions to my supervisor; and #43: The information 
sharing within my work unit is sufficient.  
5 Derived from the qualitative data including interviews and focus groups.  
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organizational structure and functions for everything the Department does, including program 

delivery and administrative processes. Tools and Technology enable staff to achieve DTSC’s 

mandates and provide access to needed business and operational data.  

While the OHA Framework is based on the Baldrige Framework for Organizational Excellence, the 

OHA consulting team did not conduct a Baldrige Evaluation due to the specific scope of the 

project.  

2.4 – OHA Methodology 
The OHA consulting team followed a structured methodology to assess DTSC’s organizational 

health and culture and to develop recommendations for improvement. This methodology 

integrated the OHA Framework with a best practices approach for collecting and analyzing 

qualitative and quantitative data. This data was collected from staff through a department-wide 

survey, as well as a dozen focus groups, and over 30 interviews. Figure 3 illustrates the process 

used to record, tag, store, and analyze the data, and to then develop the OHA findings and OHA 

recommendations.  

Figure 3 – DTSC OHA Methodology  
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First, inputs were solicited by means of: 

• DTSC OHA Survey: We distributed an 84-question online survey to all DTSC staff via email. 

Staff completed the survey during a two and a half-week period from Monday, 

November 28, 2016, to Wednesday, December 14, 2016. The anonymous survey included 

demographic, open-ended, and Likert scale questions6. Responding to the survey was 

voluntary; a total of 789 DTSC staff members responded, approximately 76% of DTSC’s 

workforce7. The open-ended questions resulted in 3,118 individual comments.  

We used the online tool SurveyMonkey® to record survey responses, and to organize and 

run initial analyses on the dataset. We reviewed all responses for completeness prior to 

analysis; responses that were more than 90 percent blank were removed. For the final 

analysis, the Strongly Agree and Agree options were categorized as Positive responses, and 

the Strongly Disagree and Disagree options were categorized as Negative responses. The 

Neither Agree nor Disagree option was categorized as a Neutral response. After an initial 

examination of the data, we performed cohort analysis based on self-reported 

demographic responses. Additionally, we reviewed all qualitative data – comprising 3,118 

responses to the open-ended questions – tagged each one with an applicable theme(s), 

and cataloged for reference. This method of input-gathering provided a baseline of staff 

opinions that were investigated through subsequent interviews and focus groups. 

• DTSC OHA Interviews: From October 2016 to March 2017, the OHA consulting team 

interviewed over 30 staff members at DTSC, including the Director, the Chief Deputy 

Director, most Deputy Directors (or interim designees), select Branch Chiefs, as well as 

staff and supervisors from all DTSC offices and programs. Interviews ranged from 

15 minutes to 90 minutes, with an average of 60 minutes, and involved questions related 

to communication, leadership, operations, processes, and strategy. We conducted the 

interviews both in person and by telephone. We took interview notes and tagged 

qualitative information by theme, and integrated this data into the data store.  

• DTSC OHA Focus Groups: The OHA consulting team conducted 12 focus groups with DTSC 

staff across the State. These focus groups included staff from every DTSC office/program 

and the OHA consulting team met with a cross-section of employees based on tenure, 

supervisor status, location, and program to obtain a wide range of input and cross-

pollination of ideas. The focus groups explored themes that emerged from the DTSC OHA 

Survey with a goal of confirming the root causes of the issues impacting DTSC’s 

organizational health and to brainstorm solutions. We held focus groups in the 

Sacramento Headquarters Office, the Sacramento Regional Office, the Berkeley Regional 

                                                      
6 5-point Likert scale options included Strongly Agree, Agree, Neither Agree nor Disagree, Disagree, and Strongly 
Disagree. 
7 Based on the DTSC December 2016 Org Chart, listing 1,034.05 Total Authorized Positions.  
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Office, the Clovis Regional Office, and the Chatsworth Regional Office. Staff from the 

remaining locations (e.g., the Cypress Regional Office) participated in individual or small 

group interviews. The staff participating in the focus groups were selected based on input 

from DTSC managers and then randomly selected to fill the focus groups.  

After completing the survey, interviews, and focus groups, we summarized the qualitative 

information, indexed according to the OHA Framework, tagged with one or more themes, and 

entered the information into a data store. We then identified key findings and developed 

recommendations based on staff’s priorities relating to organizational health.  

2.5 – Organization of Report 
This report provides enterprise-level recommendations to improve organizational health and 

culture in each OHA framework category, concludes with next steps for creating a roadmap to 

implement the recommendations, and then provides a process to develop year-one Action Plans 

for the priority initiatives.  

The quantitative results from the OHA Survey are provided in Appendix A. Additionally, the survey 

questions are frequently cited throughout the report in footnotes. While the results of analysis are 

presented in context with staff feedback and recommendations, the reader can also reference 

Appendix A for exact data from each question.  

Recommendations to improve DTSC’s strategy, mission, and goals are not included in this report. 

The next phase of the OHA Project will analyze the existing DTSC Strategic Plan related to 

organizational health and staff’s recommendations to improve any future revision of the plan. The 

results of this analysis will be presented to DTSC Executive Management at the conclusion of the 

OHA Project.  

This report focuses on enterprise-level organizational initiatives that will benefit DTSC staff. We 

also identified recommendations for specific DTSC units. These findings will be shared with the 

relevant party (e.g., the applicable Deputy Director) separately.  
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Section 3 – Leadership 
Leadership is the most crucial part of organizational health and culture because leaders establish 

and promote the organization’s strategic direction. Leadership’s behaviors influence the beliefs, 

opinions, and actions of staff and stakeholders. Leadership also defines and promotes the 

organization’s vision, values, and mission, and makes mission-critical decisions. A leader’s 

decisions and actions have significant influence because they motivate staff to remain engaged in 

their work.  

The results of the OHA survey identified that staff’s opinion of leadership at DTSC is mixed – 

almost equal proportions of respondents rated leadership’s ability to effectively lead change and 

manage the organization as positive, neutral, and negative8. We identified several root causes for 

staff’s ratings, ranging from leadership’s capacity to communicate directly with staff, recent and 

historically high turnover rates of leadership, and staff’s lack of familiarity with the new leadership 

team. The relatively large neutral and negative ratings indicate that improving communication and 

strategic alignment between leadership and staff could have significant improvements to 

organizational health and effectiveness.  

The OHA identified the following opportunities to improve staff’s perception of and confidence in 

DTSC leadership:  

• Leadership communications. 

• Leadership competencies and behaviors. 

• Leadership continuity and succession planning.  

3.1 – Leadership Communications 

Staff believe that communication from leadership needs to improve, with 62% of survey 

respondents indicating they were not getting enough information from DTSC leadership9. Staff 

also cited open and honest communication as important, with only 30% of survey respondents 

feeling that communications throughout the organization – not just communications from the 

leadership team – met these two criteria10.  

During the OHA focus groups and interviews, staff acknowledged that the external requirements 

of leadership are very demanding. Nonetheless, staff indicated that external demands should not 

be a barrier to providing regular internal communication. In fact, focus group participants and 

                                                      
8 Derived from Survey Questions #36: I believe DTSC as an organization is well managed; #39: I have confidence in the 
ability of the DTSC leadership team to lead change; and #40: I have confidence in the ability of the DTSC leadership 
team to guide the organization into the future. 
9 Derived from Survey Question #44: I receive the information I need from DTSC leadership (the Director, Chief Deputy 
Director, and Deputy Director). 
10 Derived from Survey Question #46: Communication at DTSC is open and honest.  
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interviewees rated the need for more frequent, consistent, and candid communication from 

leadership as a top priority to improve DTSC’s culture and staff engagement. Furthermore, 

communication from leadership was cited as one of the most effective ways to improve staff’s 

perception of leadership in the shortest timeframe.  

Leadership communication cannot be one-way and staff need opportunities to submit questions 

and ideas to leadership and receive responses. Additionally, staff would appreciate quicker 

responses if they are expecting a decision from leadership that impacts their work.  

Recommendation L.1 – Develop and Implement a DTSC Executive Staff Internal Communications 

Plan 

To improve leadership communication, DTSC needs to develop a simple and concise DTSC 

Executive Staff Internal Communications Plan. To support the Plan, leadership will need to 

dedicate additional time and resources to communicate with staff. 

The Communications Plan should encompass at least an 18-month timeframe and document 

internal communication events for the DTSC Director, Chief Deputy Director, and all Deputy 

Directors. The plan should be reviewed and revised frequently – ideally monthly, but at least 

quarterly – to ensure it reflects current and emerging communication needs. Types of 

communications should include, but not be limited to: 

• Written and video (e.g., blogs). 

• All-staff meetings. 

• In-person events at each DTSC office. 

Finally, leadership at all levels should make an effort to hear staff’s ideas and then act, when 

merited, to implement staff’s recommendations. As such, the DTSC Executive Staff Internal 

Communications Plan should identify strategies and a process to allow for two-way 

communication and feedback from staff.  

The OHA acknowledges that implementation of the DTSC Executive Staff Internal Communications 

Plan will require additional resources. Currently, DTSC’s Office of Communications does not 

possess the staff needed to effectively develop, review, and implement this plan.  

3.2 – Leadership Competencies and Behaviors 
Overall staff recommended that leaders at all levels of the organization – including first-line 

managers – attend additional training on how to lead their teams and take accountability for their 

leadership behaviors. Staff recognize that the current leadership team is relatively new to DTSC 

and as such faces a significant learning curve, but staff also believe that the right people were 

selected to lead the organization. As a result, staff are hopeful that the leadership team can 

quickly identify actions to create positive change at DTSC and continue to effectively lead the 

organization. To accomplish this DTSC should: 



State of California 
Department of Toxic Substances Control 

Organizational Health Assessment 
Findings and Recommendations Report 

 
 

11 
 

• Expand the existing Leadership Development Program. 

• Acquire professional coaching for leadership. 

• Conduct 360-degree evaluations. 

Recommendation L.2 – Expand the Existing Leadership Development Program 

Leaders require ongoing skills development to ensure they can effectively manage and lead their 

organization into the future. DTSC has made significant progress in the past year training its 

leaders at all levels of the organization, including emerging leaders and staff that want to assume 

leadership roles, but more improvements can be made. While this initial training imbues upper 

management with the knowledge of core leadership competencies and skills, it does not support 

ongoing development as leaders learn more about the organization and the continuously evolving 

requirements of their roles.  

To ensure DTSC leaders continue to improve their leadership capabilities, DTSC should continue its 

current leadership training initiatives, but add periodic leadership refresher courses. These could 

be brief, monthly sessions that explore leadership principles at a deeper level and give leaders the 

tools and time they need to learn and apply these skills to their work. This will help DTSC leaders 

obtain a thorough understanding of core leadership competencies and the behavior leaders are 

expected to exhibit to create a successful and accountable organization. Furthermore, these 

expectations and behaviors should be documented in each leader’s annual Individual 

Development Plan (IDP).  

Recommendation L.3 – Acquire Professional Coaching for Leadership  

To supplement the Leadership Development Program, DTSC should provide one-on-one 

professional coaching for the Director, Chief Deputy Director, and all Deputy Directors. This will 

ensure that each leader is given the personalized, professional development they need. This will 

also allow them to assess and establish a baseline for their current leadership capabilities, and 

then develop into their role as an effective leader of the Department. Other existing and emerging 

leaders should be assigned an internal mentor to supplement their leadership training and 

development.  

Recommendation L.4 – Conduct 360-Degree Evaluations 

DTSC should conduct 360-degree evaluations of their leadership team to ensure each leader has 

the candid and comprehensive feedback they need to develop their own IDP and receive the 

necessary coaching they need to be a more effective leader. To preserve neutrality, DTSC should 

procure the services of a vendor that specializes in these types of evaluations. Conducting regular 

360-degree evaluations would be an outstanding strategy for leadership development across the 

organization, but the initial focus should be the executive leadership team.  
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3.3 – Leadership Continuity and Succession Planning 

Staff indicated in their survey comments that the frequent turnover in leadership and their short 

tenure impacts staff’s trust in leadership, particularly a leader’s ability to have a lasting, positive 

influence on DTSC. During focus groups and interviews, staff frequently cited the number of 

Directors that have been appointed to serve DTSC since they started employment at the 

Department. Staff also cited how disruptive the frequent changes in executive leadership have 

been to the organization, particularly around operational and individual performance. While 

nothing can prevent the eventual departure of a leader, DTSC can take the following actions to 

support succession planning and mitigate disruptions from leadership transitions: 

• Develop program/office plans to facilitate succession planning and leadership transitions. 

• Encourage leadership stability and retention of deputy directors during changes in 
Administration. 

Recommendation L.5 – Develop Program/Office Plans to Facilitate Succession Planning and 

Leadership Transitions 

Although detailed, tactical succession plans will be developed when a leader decides to leave the 

organization, DTSC should facilitate program continuity and successful transition by developing 

Program Strategy and Operational Plans for each program within DTSC. These plans should outline 

the statutory basis for the program with a thoughtful review of how DTSC currently meets these 

requirements, strategies to improve program operations and delivery, key strategic and 

operational performance indicators, and how the program delivers services. Having this 

information will not only facilitate onboarding for the next leader, but should mitigate the 

wholesale changes in programs that staff have historically experienced when a leader changes. For 

example, changes in program strategy and operations may necessitate formal review and approval 

of a Program Strategy and Operational Plan to implement the change.  

Recommendation L.6 – Encourage Leadership Stability and Retention of Deputy Directors During 

Changes in Administration 

Staff will remain more engaged in and supportive of DTSC’s strategy if they know that key leaders 

are likely to continue leading the organization during changes in the Administration.  

To reduce wholesale changes in DTSC’s leadership during changes in Administration, several of the 

positions currently appointed by the Governor could be changed to career CEA positions. This 

should be considered for all Deputy Director positions; DTSC’s current Deputy Directors could be 

grandfathered into this transition.  
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Section 4 – Stakeholder and Public Engagement 
An organization’s ultimate value is determined by the stakeholders and customers who receive or 

benefit from its services. Organizations must continually engage with these stakeholders to ensure 

they are meeting their needs, and must have effective strategies for staff to interact with the 

public when they deliver services. DTSC, like most government agencies, has a diverse stakeholder 

group that includes the companies they regulate, responsible parties for cleanup, the people of 

California, elected officials, non-governmental agencies, and other governmental agencies and 

jurisdictions.  

The mission of DTSC is to protect California’s people and environment from the harmful effects of 

toxic substances, and DTSC staff largely have a sense of pride for the mission and the work they do 

for the public. Specifically, 84% of survey respondents indicated they understand the relationship 

between their job and DTSC’s mission and 66% of respondents are proud to work for the 

Department11. Additionally, 72% of survey respondents indicated that they and their colleagues do 

their best to meet the needs of the communities they serve12. During the OHA focus groups and 

interviews, public service and dedication to DTSC’s mission were cited as some of the top reasons 

why staff remain at DTSC, even if they are eligible for retirement or are offered other career 

opportunities.  

Staff identified several structural and procedural issues that impede them from delivering the best 

services to customers, mostly related to roles and responsibilities, decision-making, and processes 

for interacting with the public. These issues are amplified when a site receives increased or 

unusual attention from the public. Furthermore, many staff believe that DTSC should be more 

proactive in educating the public and other external stakeholders of their important role in the 

State.  

To address these points, staff identified the following opportunity to improve stakeholder and 

public engagement: 

• Improve external communications, education, and outreach functions and processes. 

Other recommendations to improve stakeholder and public engagement that are specific to 

project planning, initiation and management, and decision making are discussed in Section 6 – 

Organization and Operations.  

                                                      
11 Derived from Survey Questions #10: I understand the relationship between my job and DTSC’s mission; and #19: I 
am proud to work for DTSC. 
12 Derived from Survey Question #60: DTSC employees strive to meet the needs of the communities we serve. 
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Recommendation SPE.1 – Improve External Communications, Education, and Outreach Functions 

and Processes 

DTSC needs to document its policies, procedures, and guidelines for its external communications. 

This DTSC External Communications Plan has two functions: first, to document internal processes 

for both engaging and communicating with the public within the context of a project; and second, 

to educate external stakeholders on DTSC’s functions beyond project delivery.  

The DTSC External Communications Plan would establish protocols and processes to communicate 

with the public during project delivery. It would also document a more structured process for 

DTSC’s responses to public inquiries, with specific roles and responsibilities for each DTSC program 

and office. For example, the External Communications Plan would define the roles of project 

managers in communicating with the public, as well as the roles of the Office of Public 

Participation in leading public engagement and interactions, and the Office of Environmental 

Justice and Tribal Affairs in supporting project delivery. The External Communications Plan should 

clarify the circumstances in which these support programs must be engaged, how the project 

managers can request their services, and what triggers this request (e.g., at project initiation and 

again if there is a sudden increase in public inquiry).  

Controlled Correspondence Process 

The External Communications Plan should document a controlled correspondence process that is 

consistent with best practices of other State agencies. The goal of this process would be to 

delegate responsibility to develop and distribute the response to the lowest possible level. For 

example, a project manager should be responsible for most controlled correspondence involving 

their sites to ensure communications are consistent with the facts and can be supported by DTSC. 

The project manager would involve other programs, (e.g., Office of Public Participation), as needed 

to help develop the response. Conversely, the Director’s Office would oversee the development 

and distribution of responses to the Governor’s Office, the Legislature, and the media, involving 

the project manager if the correspondence impacts one of their sites.  

Proactive Public Relations and Outreach  

The External Communications Plan could also establish a new unit at DTSC that proactively 

communicates to the public and DTSC stakeholders about the Department’s benefits and 

achievements outside of project delivery. This would help mitigate staff’s concerns that public 

perception of DTSC is predominately negative13, which has eroded employee morale and 

engagement. Staff suggested that DTSC create an Office for Public Relations and Outreach to 

promote DTSC’s and improve community relationships. This Office would be distinct from existing 

functions because it would focus on more general interaction with the public and DTSC’s 

                                                      
13 Derived from Survey Question #70: DTSC is highly regarded by the public. 
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stakeholders, allowing for more positive community engagement and understanding of the 

Department. 

Resources to Support Public Participation 

Staff stated that the roles and responsibilities of the Office of Public Participation may need to be 

expanded as the Department assesses the needs of internal and external stakeholders. As a result, 

the External Communications Plan may identify capability and resource gaps that DTSC will need to 

fill to implement a successful public engagement and participation function. For example, many 

staff stated that the Office of Public Participation does not have enough staff in some regions to 

support the growing demands from the public and stakeholders and that the program should be 

expanded.  

Training on Effective Communication with the Public  

Some staff felt they and their colleagues do not have the requisite skills to successfully and 

effectively communicate with DTSC’s dynamic stakeholder groups. To address this gap DTSC may 

need to expand and increase training, particularly for technical staff, on how to communicate 

scientific concepts to the public.  
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Section 5 – Employee Engagement and Development 
Engaged staff are essential to DTSC; the workforce enables the organization to perform its key 

business functions and deliver services according to its mission. Inspired and engaged employees 

are better able to serve customers and stakeholders, as well as adjust to changing business needs. 

This section focuses on how DTSC could better engage and develop individual contributors and 

managers to be more effective employees, which will benefit the entire Department.  

A majority of survey respondents (84%) indicated that their roles and responsibilities are clear14. 

Furthermore, 72% of respondents indicated they have clear goals for themselves and their work15. 

While being self-driven and self-directed are indicators of an engaged workforce, DTSC staff could 

benefit from more frequent and structured performance feedback from their supervisors and 

managers beyond informal or project-specific interactions. However, many staff stated during the 

OHA focus groups and interviews that they have not received a formal performance review in 

several years and that the practice of annual performance reviews was applied inconsistently 

across the organization. Furthermore, both staff and leadership felt DTSC does not base 

performance on shared accountability and program-level performance metrics. Ideally, all DTSC 

programs and offices would be held accountable for specific, measurable results and these metrics 

would cascade to staff’s IDPs.  

Communication between staff and supervisors is strong, so developing more formal feedback 

procedures should be easy to implement. Notably, most staff believe existing lines of 

communication with their supervisor are open and adequate; 60% of survey respondents indicated 

that their supervisor provides feedback and 75% of respondents felt comfortable discussing their 

work with their supervisor16.  

DTSC could also benefit from dedicating additional effort and resources to staff training and 

development. Approximately 63% of survey respondents stated that they are encouraged to 

pursue professional development17; however, 60% indicated that DTSC staff are not adequately 

trained to do their jobs18. This indicates a need to establish professional development and training 

standards for staff, and to then monitor staff’s progress – both individually and collectively.  

Improving DTSC’s employee engagement and development will sustain a healthy organization with 

committed staff. To accomplish this, the OHA identified the following improvement areas: 

                                                      
14 Derived from Survey Question #1: I know what is expected of me in my job. 
15 Derived from Survey Question #15: I am able to set clear goals for my work. 
16 Derived from Survey Questions #23: My supervisor gives me frequent feedback; and #34: I am comfortable 
expressing my ideas and opinions to my supervisor.  
17 Derived from Survey Questions #4: I am supported to learn and to develop my abilities; and #26: My supervisor 
encourages and creates opportunities for me to learn new skills and enhance my knowledge. 
18 Derived from Survey Question #13: DTSC employees have the right training to do their job. 
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• Employee training and development.  

• Employee appreciation, hiring, and retention.  

5.1 – Employee Training and Development  
Through focus groups, interviews, and survey comments, the OHA consulting team captured staff’s 

perceptions of DTSC’s career development functions and identified opportunities to improve 

professional development. Implementing these recommendations will ensure that staff’s skills and 

capabilities align with the Department’s needs and that staff continue to progress in their career 

and meet their own professional development goals. To accomplish this, we recommend the 

following interdependent initiatives: 

• Document specific position requirements.  

• Create training and development standards. 

• Develop an onboarding program with job shadowing and mentoring. 

• Update and streamline DTSC’s staff training program. 

• Enhance training for supervisors and managers. 

• Monitor performance and provide regular feedback. 

Recommendation E.1 – Document Specific Position Requirements  

A necessary step to create a comprehensive training and development program is identifying the 

skills, competencies, and behaviors for each classification and position in the Department. This 

supports performance feedback from managers as well as staff’s professional development; it 

provides a baseline to evaluate staff’s current capabilities and identify next steps to develop their 

skills and grow their career. This documentation also clarifies expectations for staff by allowing a 

deeper understanding of job duties and the skills required to fulfill those duties.  

To support this recommendation, DTSC should document specific requirements for each position 

based on its classification within the DTSC workforce. These requirements should be structured to 

be part of the position’s duty statement and should not only include the required technical skills, 

but general business skills and behaviors that support DTSC’s mission and values (e.g., practicing 

open and honest communication). 

Recommendation E.2 – Create Training and Development Standards 

As an extension of documenting positon requirements, DTSC should create formalized Training 

and Development Standards that establish guidelines for staff’s training curriculum as they 

progress in their career. These standards should identify specific, technical trainings to fill any gaps 

in education and experience, in addition to courses in basic business skills required for the 

position. The Training and Development Standards should also document the training staff should 

pursue to grow in their career and to be eligible for a promotion. These standards, along with the 
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position requirements, should be reviewed and updated periodically to ensure they align with the 

Department’s needs and industry best practices.  

Recommendation E.3 – Develop an Onboarding Program with Job Shadowing and Mentoring 

A critical part of developing high-performing employees is to provide exemplary onboarding for 

new staff as well as employees that promote or transfer into a new role. While nearly all recently 

hired staff who participated in OHA focus groups and interviews initially reported that their 

onboarding process was adequate19, further inquiry revealed that DTSC was missing key 

components of an effective onboarding experience. In addition to the State’s standard new 

employee orientation, an ideal onboarding program would include training on:  

• How State government functions. 

• The role of DTSC’s parent agency, the California Environmental Protection Agency (CalEPA). 

• DTSC’s strategy, functions, and behavioral expectations (mission, vision, goals, and values).  

• DTSC’s programs and processes, including the core programs and support programs. 

• HR processes, policies, and resources. 

• Details on the specific program functions, policies, and procedures pertaining to the new 
hire’s role. 

Many components of this onboarding program could be streamlined by creating web-based, on-

demand training. This would ensure continuity of information and allow multiple new hires to 

undergo the onboarding process simultaneously and at their own pace. Additionally, current DTSC 

staff would be able to access and review this onboarding content as a refresher course, and to 

facilitate cross-training and career advancement. 

New Employee Skills Assessment and Individual Development Plans 

As part of the onboarding program, new hires should work with their supervisor to identify any 

gaps in their education or experience that require training, and identify training and development 

opportunities to enhance their skills, competencies, and behaviors. Staff and their supervisor will 

then develop a training plan as part of the employee’s IDP. Identifying training opportunities, 

however, is helpful but not sufficient. Staff should have allocated time to participate in training to 

be successful in their job and to further their development. This is consistent with 

Recommendation E.6, which promotes IDPs for all DTSC employees.  

Shadowing and Mentoring 

New employees and staff that want to advance their career should be given the chance to shadow 

more experienced staff and be provided the opportunity to work with a mentor. Having 

personalized feedback from a colleague who can answer questions and provide guidance would be 

invaluable to prepare a new employee for their career at DTSC. This would also support succession 

                                                      
19 For this OHA, “New staff” was defined as staff who had been with DTSC for 3 years or less.  
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planning by facilitating knowledge transfer. To ensure success, all mentors should be volunteers 

nominated by senior management and should receive formal training in mentoring other 

employees.  

Recommendation E.4 – Update and Streamline DTSC’s Training Program 

During OHA focus groups and interviews, many staff expressed their frustration with the training 

approval process and lack of budget for job-related trainings. To address these concerns, the OHA 

recommends a multi-faceted approach to redesign DTSC’s training program, including: 

• Streamline the in-state training approval process by delegating individual training budgets 
and course selection authority to the unit level, and allow supervisors and managers the 
discretion to approve and allocate trainings for their staff. 

• Develop additional online trainings, leveraging the LearnPort eLearning system where 
feasible, for the DTSC core curriculum to streamline delivery and reduce costs. 

• Build an online training portal that contains a list of all pre-authorized trainings (both 
internal and external) that staff can enroll in. This portal could include filters for trainings 
specific to certain job classifications, provide training cost, and could allow courses to be 
tagged for developing specific skills and abilities. The portal could also support the training 
request approval process for DTSC staff and managers. 

• Create structured cross-training for DTSC employees who want to learn more about other 
DTSC programs. Provide the option for staff to take developmental training in other subject 
areas or to go on rotation to a different unit within DTSC. 

• Actively promote mentorships to employees that want to develop their skills and to 
progress in their career at DTSC. Likewise, promote serving as a mentor as an opportunity 
to help develop the next generation of leaders and to share one’s knowledge. 

Recommendation E.5 – Enhance Training for Managers and Supervisors 

One lever to improve organizational excellence and employee performance is having well-trained 

managers to direct, develop, and engage employees. Given the importance of effective 

management to organizational health, the OHA survey included 11 questions directly related to 

employees’ perceptions about their manager/supervisor.  

In general, staff responses to these survey questions were overwhelmingly positive20. For example, 

71% of survey respondents felt their supervisor has the right skills and experience to do their job21. 

However, further investigation of survey comments and in the OHA focus groups and interviews 

revealed that DTSC staff want to see their supervisors receive better training on how to manage 

staff and lead teams. Furthermore, staff stated that supervisor’s capabilities varied greatly 

                                                      
20 For Survey Questions #22 – #29 and #33 – #35, the total percentage of Strongly Agree + Agree responses ranged 
between 60% and 77%.  
21 Derived from Survey Question #29: My supervisor has the right skills and experience to do their job. 
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throughout DTSC – while there were strong supervisors that could be recognized as examples for 

their peers to emulate, staff caveated there were supervisors that were unable to meet staff’s 

expectations, which impacted team morale.  

The OHA recommends that DTSC improve training for managers and supervisors, emphasizing 

trainings on how to engage, develop, and communicate with employees. Supervisor training 

should also promote the leadership behaviors that supervisors are expected to exhibit, explain 

how the Department’s mission and core values should drive their actions, and focus on delegation 

to reduce the tendency to micromanage. Finally, supervisors should be given training on how to 

conduct annual performance reviews, develop IDPs, and provide continuous performance 

feedback.  

Recommendation E.6 – Monitor Performance and Provide Regular Feedback 

While nearly 60% of DTSC survey respondents reported that their supervisor provides frequent 

and constructive feedback22, DTSC would benefit from a structured performance management 

process. To provide staff with the information they need to reach their performance goals, DTSC 

should require annual performance reviews for every staff member, with progress check-ins 

quarterly. In addition to creating a structured environment to provide feedback, performance 

reviews help to strengthen the relationship between staff and their supervisor, allowing each the 

chance to express areas of both satisfaction and desired improvement. During annual 

performance reviews, employees will update their IDPs and review them with their supervisor. 

This gives both employee and supervisor an opportunity to address performance issues and 

growth opportunities.  

Individual Development Plans  

Beyond tracking job performance, IDPs enable staff to grow into their positions, maintain their 

skills to support the requirements of their job, and promote professional development. Each IDP 

should outline the employee’s current knowledge and skillset, with a focus on the skills they need 

to develop to meet and exceed job expectations. In addition, the IDP should document non-

technical behaviors and soft skills that DTSC expects its staff to exhibit, such as clear and respectful 

communication and the inclusion of diverse viewpoints.  

5.2 – Employee Appreciation, Hiring, and Retention 
In addition to creating a more formalized Employee Training and Development Program, the OHA 

recommends that DTSC: 

• Expand existing recognition programs. 

• Improve hiring efforts and staffing allocation. 

• Investigate opportunities to establish pay equity. 

                                                      
22 Derived from Survey Question #23: My supervisor gives me frequent constructive feedback. 
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These efforts may reduce staff turnover and promote stronger engagement and performance.  

Recommendation E.7 – Expand Existing Recognition Programs 

To foster a high-performing workforce, it is essential to define and recognize high performance. 

Acknowledging specific individuals and teams when they surpass expectations can be a source of 

motivation for both the employee and their peers. Recognizing employees for a specific behavior 

or contribution can also encourage other staff to strive for excellence. The OHA recommends that 

supervisors regularly provide informal, verbal recognition to their staff individually and at team 

meetings, ensuring that they always emphasize what the employee did to deserve recognition.  

More formalized, structured acknowledgment is also possible through annual awards for 

significant accomplishment, including completing a project or exhibiting DTSC’s core values. These 

are often accompanied by a small token of appreciation or a handwritten note, and can 

substantially increase employee morale and inspire staff to exceed expectations. To support this 

recommendation, DTSC should create a more formalized employee and team recognition program 

and train managers on how to recognize both individual and group contributions. 

Recommendation E.8 – Improve Hiring Efforts and Staffing Allocation 

Staff at DTSC reported that the Department currently has a large number of vacant positions. This 

has negative impacts on day-to-day operations across the organization because managers do not 

have enough staff to complete their allocated work, which forces managers to devote time to 

front-line work rather than managerial duties. Furthermore, staff may be assigned more work than 

they can effectively deliver. To mitigate these issues and risks, DTSC should conduct an analysis of 

its historical and in-progress recruitments to identify inefficiencies or issues that impact hiring, and 

then implement process improvements to expedite the hiring process. Finally, DTSC should 

consider reviewing all vacant positions and prioritizing recruitments to ensure Human Resources 

has a manageable workload.  

Recommendation E.9 – Investigate Opportunities to Establish Pay Equity 

Staff cited two issues with salary and compensation during the OHA that impacted their 

engagement and retention: the pay differential between scientists and engineers, and the lack of 

cost of living adjustments in some regions.  

Pay is largely determined by staff’s Bargaining Unit as part of their contract, and scientists recently 

received a pay increase as part of contract negotiations. However, DTSC could explore additional 

options for increasing scientists’ compensation to match engineers’ pay. For example, DTSC could 

collaborate with the California Department of Human Resources (CalHR) to develop a Special 

Salary Adjustment Proposal for scientists. DTSC and CalHR would then work with the Bargaining 

Unit to include the salary adjustment in the next contract. A similar approach could be used for 

positions in areas with a high cost of living, such as the Berkeley and Chatsworth offices. A Budget 
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Change Proposal (BCP) may be necessary to fund the salary adjustments if DTSC cannot 

accommodate the increased costs with their existing budget. To initiate this effort, DTSC should 

research best practices from other State agencies, including the California Department of Food 

and Agriculture, which recently pursued Special Salary Adjustments for a subset of their 

employees.  
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Section 6 – Organization and Operations  
Organizations must be logically structured to effectively deliver services. Furthermore, processes 

must be documented and continuously refined to ensure the organization is meeting evolving 

stakeholder needs, complying with all laws and regulations, and operating efficiently.  

According to the OHA survey, staff believe there are opportunities for DTSC to improve its 

organization and operations; more than half of the survey respondents stated DTSC is not 

optimized to effectively deliver services or accomplish its mission23. Further investigation during 

the OHA focus groups and interviews identified that the primary causes of staff’s low ratings were 

not structural, but rather: 

• Outdated and confusing policies and procedures. 

• Insufficient inter-program communication and coordination. 

• Lack of clear decision-making authority and criteria. 

For example, over 50% of the survey respondents indicated that collaboration and communication 

between programs and offices could improve24. Furthermore, a majority of survey respondents 

thought decision making within their work unit was sufficient, but rated department-wide decision 

making and communication of those decisions negatively25.  

The OHA identified the following areas to improve operations and processes within DTSC and 

address staff’s primary concerns: 

• Policies and procedures. 

• Decision making. 

• Regional administration and resources. 

6.1 – Policies and Procedures 
The OHA identified several perceived gaps in process management that DTSC is currently 

addressing. In addition, the OHA consulting team reviewed DTSC’s process documentation and 

identified several opportunities to improve consistency and ease of use. These observations were 

corroborated by staff during focus groups and interviews where staff stated the recent updates to 

DTSC’s Cost Recovery processes resulted in extensive benefits to programs that manage and 

                                                      
23 Derived from Survey Questions #41: DTSC is organized in a way that allows us to fulfill our mission; and #42: DTSC is 
structured to allow me to work effectively.  
24 Derived from Survey Question #59: There is teamwork and collaboration across work units.  
25 Derived from Survey Questions #47: It is clear who makes decisions at all levels of the organization; #48: It is clear 
who has input into decisions at all levels of the organization; #49: Decisions are made at the right level within DTSC; 
#50: In my work unit, decisions are made in a timely manner; and #51: Department-wide, decisions are made in a 
timely manner. 
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support those processes. Staff helped identify the following recommendations to improve policies 

and procedures:  

• Enhance process management functions. 

• Update policies and procedures. 

• Improve project planning and initiation. 

• Streamline workload and metric tracking. 

• Optimize support programs and improve integration with core programs. 

Recommendation OP.1 – Enhance Process Management Functions  

Process management improves an organization’s performance by continuously adjusting the 

business processes to be more efficient and to align with emerging business needs and 

stakeholder requirements. The recently created Strategic Development Team oversees and 

facilitates the revision of DTSC policies and procedures, but staff want to see this program 

expanded and the results accelerated; staff appreciate the benefits the business process review 

had to Cost Recovery and want to see similar results in their areas. As a result, DTSC should 

accelerate the revision of process documentation throughout the Department, which may require 

contractors or additional staff. At a minimum, staff should be briefed on the Strategic 

Development Team’s roadmap, so they know which processes are currently being updated and 

when the process documentation in their unit will be reviewed. Additionally, DTSC should 

establish a regular cadence to review and revise policies and procedures. 

Recommendation OP.2 – Update Policies and Procedures  

While each office and program must remain responsible for and own their policies and 

procedures, the Strategic Develop Team should facilitate and oversee the review and revision of 

DTSC’s policies and procedures, updating their methodology to simplify procedural 

documentation. Well-understood policies and procedures are essential for an organization to 

function effectively and efficiently. To facilitate this, staff want standardized policies and 

procedures for each program within DTSC. Staff specifically requested brief job aids such as 

flowcharts checklists for their daily processes that they can quickly reference. Simplified 

procedural documentation should increase staff’s compliance with policies and accelerate their 

work. In addition to enabling staff’s day-to-day job duties, job aids also streamline the onboarding 

and training processes. In conjunction with updates, staff requested consistent communications 

when policies and procedures change. For example, if a process is updated in the Office of Legal 

Affairs, an email or another form of notification should be sent to all DTSC programs and units 

affected by the change. 
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Recommendation OP.3 – Improve Project Planning and Initiation 

While DTSC has made great strides in recent years to bolster its project management, it is 

imperative that the Department continue to build and support a culture of project management as 

the standard. Specifically, DTSC should develop thorough project planning and initiation 

requirements to identify if and how support programs will be involved in any given project.  

For example, checklists should be developed to facilitate identification of pre-defined needs, tasks, 

and activities for a project, and then direct the project manager to acquire those resources to 

support their project. The checklist could list all programs – both support and core – and ask the 

project manager to consider if the program will need to be involved at any stage of the project, 

what the nature of that involvement will be, and how/when to request support from that program 

during project initiation. For example, the checklist should indicate if the Office of Public 

Participation should be involved in a project because engaging with the public is required or 

preferred. Representatives from these programs could then be involved in project budgeting and 

hours estimation as well as the kick-off meeting to ensure all project participants are aware of 

project roles and timelines. Ultimately, this will reduce the need for last-minute, emergency 

requests for assistance from support programs and staff in other areas.  

Recommendation OP.4 – Streamline Workload and Metric Tracking 

Tracking workload and success metrics across the organization informs the assignment of future 

projects and supports effective management. However, staff in some programs stated that 

workload and metric reporting is mostly manual and varies between regions, units, and 

supervisors. Furthermore, staff stated that both the metrics and reports requested by 

management and leadership frequently change and are sometimes very complex to create. These 

requests not only increase staff’s frustration with their managers and leadership but redirect 

staff’s limited time and capacity from value-added processes such as project delivery.  

To reduce staff frustration with the current process, DTSC should simplify and standardize metrics 

and then modify their existing systems to automate reports on staff, unit, and program 

performance. For example, the current time tracking system could be used to show the time staff 

spent on different projects and types of work, while EnviroStor could be used to produce project-

specific or site-specific reports.  

Recommendation OP.5 – Optimize Support Programs and Improve Integration with Core 

Programs 

Staff in DTSC’s support programs genuinely strive to help their colleagues in the core programs 

achieve success. However, the OHA found that the process handoffs and lines of communication 

between core programs and support programs caused issues in project delivery and friction 

between units. To address this, the OHA recommends that DTSC establish a standardized intake 

process for support services as well as Service Level Agreements (SLAs) that define how long a 
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process takes from initiation to completion, and what triggers an emergency request that needs to 

be expedited or escalated. The intake process and the SLAs will define the expectations and 

responsibilities of both groups at the start of a process. Furthermore, staff in the core programs 

should be trained on the requirements of each process. They should then be held accountable for 

engaging support programs early in project delivery and for submitting complete and accurate 

information to support program staff. This would also supplement the improvements to project 

planning and initiation outlined in Recommendation OP.3. 

Reengineer Support Programs’ Business Processes 

DTSC should explore opportunities to reengineer and streamline the services provided by support 

programs. This could involve providing dedicated support services to core programs at the regional 

level, or the assignment of a Project File Manager to track all files related to a project as they move 

through review and authorization stages. Alternatively, DTSC could encourage specialization of 

support staff in a single core program, thus allowing the support staff to develop precise subject-

matter expertise while building stronger relationships with program staff.  

Leverage Technology to Automate Business Processes 

To improve process integration between the core and support programs, DTSC should automate 

highly-utilized and manual processes, particularly administrative processes. Automation will 

enhance the speed, transparency, and economy of these processes, and reduce friction between 

programs because technology will continuously report on the status of a request and enforce SLAs. 

For example, the current process for requesting travel and training authorizations, including travel 

advances, is entirely paper-based and could be automated. In fact, other departments within 

CalEPA utilize digital, online platforms to streamline these authorizations. Utilizing technology such 

as this will reduce the time DTSC staff use to process requests and inquire about status, freeing up 

more time for value-added work.  

6.2 – Decision Making   
In preparation for the OHA, DTSC leadership acknowledged staff’s frustration with decision-making 

processes and wanted a thorough exploration of what DTSC could do to improve decision making. 

As a result, the OHA survey included six questions specific to decision making and the topic was 

explored in several OHA focus groups and interviews.  

In general, staff expressed dissatisfaction with decision-making processes. For example, only 30% 

of OHA survey respondents believed the decision-making process at DTSC was clear26. 

Furthermore, over 75% of survey respondents felt that many decisions are not being made at the 

appropriate levels within the organization27, with a tendency for decisions to be elevated higher 

                                                      
26 Derived from Survey Questions #47: It is clear who makes decisions at all levels of the organization; and #48: It is 
clear who has input into decisions at all levels of the organization. 
27 Derived from Survey Question #49: Decisions are made at the right level within DTSC. 
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than necessary. Staff’s perception that they do not own their work was frequently mentioned as a 

cause of lower engagement and an inclination to leave DTSC for other employment.  

Lack of established decision-making processes, with clear responsibilities and authorities, could 

have an adverse impact on staff morale and compromises DTSC’s ability to recruit and retain the 

qualified scientists, engineers, and managers the Department needs for succession planning.  

Recommendation OP.6 – Evaluate and Improve DTSC’s Decision-Making Methodology 

While DTSC must consider many factors when making important decisions, including accounting 

for scientific facts, policy, and economic concerns, it is essential to document decision-making 

criteria and the reasoning behind specific decisions. This gives the Department and staff the 

foundational documentation they need to support a decision and reinforce its reasoning with the 

public. Furthermore, DTSC staff can better support each other and the Department in delivering 

consistent services to the public and other stakeholders.  

In summary, to ensure better delivery of services and alignment with DTSC’s strategic direction, all 

criteria influencing a decision for a project or other assignment should be documented, 

acknowledged, and weighed per their merits.  

Delegation of Decision Making 

The OHA findings indicate that staff believe managers at all levels of the organization – from first-

line managers to the leadership team – are too involved in staff work, frequently reworking staff’s 

decisions and deliverables. Staff frequently used the term micromanagement to describe this 

leadership style and indicated that managers should focus on inspiring their teams and staff to 

perform at their highest capacity.  

Best business practices dictate decisions should be made at the lowest possible level within the 

Department, ideally by project managers or the person performing a process, with only the 

necessary oversight and input from management to mitigate critical risks. In some instances, 

staff’s decisions may be overridden by managers or senior leadership, but the reasoning behind 

the change should be documented and communicated so staff can support the decision and 

continue to learn how to apply decision-making criteria to complex situations.  

As part of this recommendation, the DTSC Leadership Development Program and 

Manager/Supervisor training should include delegation of responsibility and task assignment as 

part of the curriculum. 

6.3 – Regional Administration and Resources 
Two questions on the OHA survey indicated that respondents did not feel that DTSC is organized 

correctly for optimal efficiency: 67% of survey respondents did not agree that DTSC was organized 

in a way that allows the Department to fulfill its mission, and only 43% thought the organization’s 
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structure allows them to work efficiently28. During the OHA focus groups and interviews, staff 

stated that structure of DTSC’s programs is functioning well, but that the location of staff 

throughout California was not sufficient to support effective administration of the programs and 

delivery of services to DTSC’s customers. 

Recommendations OP.7 – Re-evaluate Regional Administration of Programs 

DTSC should consider implementing stronger regional administration and moving more staff from 

both core programs and support programs to the regional offices when possible. Staff stated they 

would be more engaged if they managed projects within their communities and would develop 

stronger, lasting bonds within the communities they serve and other public agencies. 

Many staff reported that DTSC’s method of assigning staff to projects was typically based on 

expertise, rather than location. This has its benefits, most notably the consistent application of 

policies and procedures within the industry, but it has increased costs by requiring additional staff 

travel and coordination. Staff acknowledged the risks of stronger regional administration, but 

these risks could be mitigated by improving policies and procedures, most notably decision-making 

criteria, resulting in more efficient and timely delivery of services. DTSC could also develop a 

network of subject matter experts to advise their colleagues on projects requiring industry 

knowledge.  

Additional staff from DTSC’s support programs may need to be located in the regional offices, and 

DTSC’s regional offices could benefit from having more administrative staff and student 

assistants/interns. For example, staff in the regional offices noted that the lack of CEQA analysts at 

regional offices made it difficult to obtain the support they need for efficient project delivery, 

including requests from external parties to explain CEQA determinations. Furthermore, staff in 

some offices stated they lacked the necessary administrative staff to support basic office functions 

(e.g., filing, scanning, and Travel Expense Claim processing). As a result, the support and 

administrative needs of each office should be evaluated to ensure adequate coverage based on 

workload.  

 

 

 

 

 

                                                      
28 Derived from Survey Questions #41: DTSC is organized (e.g., reporting relationships and distribution of work) in a 
way that allows us to fulfill our mission; and #42: DTSC is structured to allow me to work effectively. 
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Section 7 – Tools and Technology 
Staff require the tools, technology, and quality data to efficiently execute business processes and 

deliver services. To support this requirement, organizations often spend significant resources on 

implementing and maintaining their technical infrastructure. Although 72% of the DTSC survey 

respondents indicated that they had the necessary tools to do their job29, the OHA interviews and 

focus groups revealed gaps in technology that supports DTSC’s core business processes. Staff also 

identified opportunities to improve alignment between the Office of Environmental Information 

Management (OEIM) and the other DTSC programs and offices. Staff suggested the following 

improvements to DTSC’s technology and technology support: 

• Expand and reinforce integrated IT portfolio management.  

• Rebuild DTSC intranet to meet business needs and improve ongoing support. 

• Implement electronic submission and review of documents from customers. 

• Improve data quality and document management. 

Recommendation T.1 – Expand and Reinforce Integrated IT Portfolio Management   

As with DTSC’s programs and business processes, the Department’s IT infrastructure should 

continuously evolve and improve; IT systems and assets should be updated to reflect innovations 

in technology and changes to business needs, requirements, programs, and processes. To 

accomplish this, OEIM should reinforce the portfolio management processes where OEIM staff 

meet with DTSC program staff to identify emerging business needs that OEIM could support. This 

includes new technologies and enhancements/modifications to existing systems to better align 

with business processes and automate manual tasks (e.g., project and program tracking and 

reporting). To fully support this effort, OEIM may need to request additional funding or staff 

through the BCP process to support the full system development lifecycle (design, development, 

and implementation of system enhancements, and the end-to-end testing of new systems and 

enhancements) in addition to ongoing maintenance and operations. Also, DTSC’s programs and 

offices could benefit from appointing process and technology liaisons to assist leadership and 

OEIM in identifying and prioritizing projects and enhancements.  

Recommendation T.2 – Rebuild DTSC Intranet to Meet Business Needs and Improve Ongoing 

Support 

Many staff indicated that the current DTSC Intranet does not meet their business needs, 

specifically relating to ease of use and search capabilities. The Department should undertake an 

effort to evaluate, redesign, and rebuild the site. The focus should be to develop an easy-to-use 

interface where all content, including the text of documents, is searchable. The system should also 

be housed on a single platform to reduce maintenance costs and improve integration. 

                                                      
29 Derived from Survey Question #12: I have the tools (e.g., computer, software, equipment) to do my job. 
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Furthermore, the site could integrate with data and content in other DTSC systems (e.g., 

EnviroStor) and the public Internet to create a one-stop-shop for staff’s business needs. As part of 

this redesign, DTSC may need to procure and integrate additional tools, including third-party 

search tools, to improve the site’s features and functionality. To ensure adequate maintenance of 

the site, DTSC should hire staff in OEIM dedicated to maintaining the system, and an analyst to 

function as a librarian for the site. The librarian will ensure content is maintained, assist staff in 

uploading and locating documents, creating and enforcing standards, and support staff training.  

Recommendation T.3 – Implement Electronic Submission and Review of Documents from 

Customers 

To support its continuously expanding scope and workload, DTSC should fully leverage available 

technologies, particularly automation tools to increase staff’s capacity. Many DTSC program staff 

specifically cited the need for the ability for external customers, including regulated entities and 

responsible parties, to submit documents electronically on the DTSC website and then have those 

documents reviewed digitally. The Department has already conducted significant analysis on this 

opportunity within the Brownfields and Environmental Restoration (Cleanup) Program; however, 

staff’s recommendations were not implemented. This previous work should be leveraged to 

accelerate this initiative and DTSC should implement a simple, low-risk pilot project in one 

program. Once proven feasible, the technology could be quickly expanded to other processes and 

programs.  

Recommendation T.4 – Improve Data Quality and Document Management 

Many staff cited the low quality of data and difficulties in identifying and accessing documents and 

other information in systems such as EnviroStor as hindrances to effective performance. For 

example, staff cited lack of data consistency and naming conventions for documents as hindering 

their ability to have all the data and documents they needed to support their projects. Staff stated 

that they must frequently access other sources, such as the regulated party, the Internet, or other 

DTSC staff, to obtain the documents and information they require.  

Improve Document and Other Information Management 

DTSC should employ technology to improve its ability to manage and utilize electronic documents 

and other information by leveraging industry best practices (e.g., valid values, validation masks, 

document control numbers, and document metadata). To be successful at this effort, DTSC must 

review and reengineer business processes and train staff to follow best practices, and provide 

technologies that can support this level of automation. DTSC’s IT Portfolio Management Program 

must be able to ensure OEIM can accommodate enhancements and change requests to a 

document management system. 
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Improve Data Quality 

DTSC should evaluate approaches to improving data quality and consistency during all stages of 

the project, including data reviews, electronic data deliverables, and accessibility of data in reports 

and other electronic documents. Furthermore, DTSC should clearly identify data owners for all 

data in their systems to ensure the core programs maintain primary responsibility for data quality 

with support and co-ownership from OEIM.   
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Section 8 – Next Steps 
To ensure the success of the DTSC OHA, the OHA consulting team will work with DTSC to 

implement priority recommendations within a program management framework that 

continuously monitors progress and results. The process for doing so is illustrated in Figure 4 

below.  

Figure 4 – DTSC Organizational Health Implementation Framework 

 

The OHA consulting team will confirm the recommendations contained in this report with both 

DTSC leadership and staff. Subsequently, the OHA consulting team will work with DTSC to develop 

a multi-year Organizational Health Strategy and Implementation Roadmap that prioritizes staff’s 

greatest needs, balances short-term and long-term recommendations with implementation 

complexity, and considers dependencies between initiatives.  

Concurrent with the development of the strategy and roadmap, the OHA consulting team will 

develop a customized program management framework that will allow DTSC to develop and 

implement Action Plans for the initiatives recommended in this report. These Action Plans will 

document how the initiative supports DTSC’s strategic goals, who is responsible for implementing 

the initiative, what resources will be assigned, and how implementation and overall success will be 

monitored. The program management framework also requires the identification of key 

performance indicators (KPIs) for each initiative. DTSC will periodically measure these KPIs to 

determine if the initiative had the desired benefit to organizational health and culture. 

Furthermore, the entire roadmap will be evaluated every six months to ensure it aligns with 

DTSC’s needs and priorities.  
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Appendix A – Organizational Health All-Staff Survey 

Quantitative Results  
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Purpose of DTSC Organizational Health Implementation Roadmaps 

As an addendum to the DTSC Organizational Health Assessment Findings and Recommendations Report, 
the Organizational Health Assessment Implementation Roadmaps document The Highlands Consulting 
Group’s (hereafter referred to as the OHA consultant) proposed approach to implement the 
Organizational Health Assessment (OHA) recommendations. Each roadmap documents the: 

 OHA recommendations that will be achieved by implementing the roadmap. 

 Proposed owner to implement the roadmap. 

 High‐level sequence of activities to implement the roadmap, with a description of these activities. 

 Dependencies between roadmaps. 

These roadmaps provide DTSC leadership and staff with a high‐level understanding of the upcoming 
changes and improvements the Department will undertake and the timing of these changes. 
Additionally, by outlining and summarizing the measurable improvements that DTSC is working towards, 
the roadmaps will enhance transparency between executive leadership and the Department’s staff and 
external stakeholders.  

This document includes the following roadmaps: 

1. DTSC Training and Development Roadmap  

2. Support Annual Performance Reviews and Individual Development Plans Roadmap 

3. DTSC Recruitment Plan Roadmap 

4. Improve Employee Recognition Program Roadmap 

5. Improve Peer Mentoring Program Roadmap 

6. Develop Best Practice for Project Planning and Initiation Checklist Roadmap 

The roadmaps focus on the activities up to implementation of the recommendations and do not 
document ongoing maintenance and operations. To ensure each effort’s continuity, most roadmaps 
include a task to create a plan that should document how the improvement will be sustained.  

Roadmap Development 

The OHA consultant used the following process to develop the roadmaps: 

 Each recommendation was evaluated to:  

o Identify and document dependencies with other recommendations and/or precedent tasks that 
would need to be completed to implement the recommendation.  

o Determine the relative complexity and level of effort to implement. 

o Estimate resources and capabilities needed from DTSC business units. 

o Determine if business units responsible for implementation have the resources and capacity to 
work on the roadmap.  

o Determine feasibility of the recommendation and/or whether additional research and analysis is 
needed to finalize the scope of the recommendation.  

 Similar or dependent recommendations were combined into a roadmap, when feasible.  
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 Staff’s priorities were considered in the sequencing and timing of roadmaps and tasks. 

 Recommendations that did not directly relate to organizational health and/or could not be 
undertaken due to capacity/resource constraints were deferred for further analysis and will be 
revisited as DTSC revises the Department’s Strategic Plan. Deferred roadmaps, with a reason for 
deferral indicated, include: 

o Executive Leadership Internal Communications Roadmap – DTSC does not have the capacity or 
capability to work on this roadmap and support the internal communications function. 
Additional resources will be required, including funding and staff.  

o Program Management Roadmap – Priorities for program reviews will be established during the 
strategic planning process.  

o Process Management Roadmap – Priorities for process reviews and reengineering will be 
established during the strategic planning process.  

o External Communications Roadmap – This requires program reviews of three programs, the 
Office of Communications, the Office of Environmental Justice and Tribal Affairs, and Office of 
Public Participation, prior to development of an External Communications plan.  

o Tools and Technology Roadmap – Priorities for information technology investments will be 
established during the strategic planning process.  

Next Steps 

To move toward finalizing and implementing the Organizational Health Assessment Implementation 
Roadmaps, the OHA consultant will work with DTSC executives and staff to: 

1. Identify and confirm owners for each roadmap and/or initiative. 

2. Confirm the feasibility, scope, and timing of each roadmap with DTSC leadership and all 
roadmap/initiative owners.  

3. Update and finalize the roadmaps presented in this document based on feedback from DTSC. 

4. Begin assembling Action Plans for each roadmap/initiative, focusing on activities within the next 
year.  
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DTSC Training and Development Roadmap 

 

Proposed Owner 

 Office of Administrative Services 

Organizational Health Assessment Recommendations Implemented in This Roadmap 

Phase 1 

 L.2 – Expand the Existing Leadership Development Program 

 L.3 – Acquire Professional Coaching for Leadership 

 L.4 – Conduct 360‐Degree Evaluations 

Phase 2 

 E.5 – Enhance Training for Managers and Supervisors 

Phase 3 

 E.1 – Document Specific Position Requirements 

 E.2 – Create Training and Development Standards 

 E.3 – Develop an Onboarding Program with Job Shadowing and Mentoring 
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 E.4 – Update and Streamline DTSC’s Training Program 

 E.6 – Monitor Performance and Provide Regular Feedback 
 

Description of Roadmap 

The Office of Administrative Services (OAS) will develop and implement a DTSC Training and 
Development Plan to support the ongoing career and skills development of DTSC executives, managers, 
and staff. The Plan will also establish standards for employee performance management to ensure staff 
are meeting job expectations and developing to meet their professional career goals. The Plan will be 
deployed in four phases.  

PHASE 1 

Phase 1 will focus on executive staff and will outline how DTSC will: 

 Assess each (existing and new) leader’s capabilities, including a 360‐degree evaluation and self‐
assessments, to baseline abilities and identify growth opportunities. 

 Obtain professional coaching for key DTSC executives. 

 Document and monitor shared goals and individual performance expectations, (e.g., Individual 
Development Plans [IDPs] and/or performance contracts). 

 Develop individual and collective leadership skills and competencies amongst the executive team, 
using the CalHR Competency Model and DTSC Core Values as a foundation. 

 Promote cross‐functional team building and collaboration.  

PHASE 2 

Phase 2 will focus on how the Department will continuously develop the knowledge, skills, and abilities 
of managers and supervisors. The Plan will: 

 Outline the process for onboarding new managers that ensures they receive the foundational 
training they need to supervise staff. 

 Provide guidance on the requirements and process for ongoing training to continuously develop the 
skills and competencies of managers. 

Concurrent to the development of the manager and supervisor portion of the DTSC Training and 
Development Plan, OAS should take the following actions: 

 Analyze the current offerings, options, and requirements for manager and supervisor training. 
o Include consideration for the impact of Government Code Section 19995.4, which mandates 

specific hours of training for new supervisors (80 hours), managers (40 hours), and CEAs 
(20 hours), as well as 20 hours of training every 2 years for each of the above. 

 Identify and implement potential improvements that could be made to the subject matter of 
manager and supervisor training courses. 

o Continue to base course content on CalHR guidelines and manager/supervisor feedback. 

PHASE 3 

Phase 3 will focus all employees and document:  

 A strategy to ensure staff are trained to perform their job duties and grow in their career. 

 Clearly defined roles and responsibilities between OAS and the other offices/programs on 
developing and maintaining training curriculum.  

 An outline of the onboarding process. 
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 An overview of the basic business skills employees need to be successful, based on the CalHR Core 
Competencies Model.  

 How DTSC will develop aspiring leaders within the Department through formal training and 
coaching. This will ensure leadership skills are exhibited throughout the Department, and will 
prepare the next generation of leaders at DTSC. 

 Information on the purpose and role of the Training Advisory Group (TAG). 

PHASE 4 

Phase 4 will expand upon the accomplishment of Phase three and document: 

 Classification‐specific knowledge, skill, and ability requirements, by Program. 
o The Office of Training will coordinate with the Training Advisory Group to develop 

classification‐specific knowledge, skills, abilities for programs based on classification 
specifications; duty statements; and program‐specific requirements and expectations.  

o The Office of Training will develop a program‐specific section of DTSC’s Training and 
Development Plan for each program and office. These program‐specific sections will focus 
on the technical skills employees need to meet the requirements of their classification 
and/or position.  

 A methodology to evaluate staff’s current knowledge and skill sets, based on their classification, 
position, tenure, relevant education, and professional experience, to identify any gaps and 
development opportunities. This methodology should enable both self‐assessment and assessment 
by the employee’s supervisor.  

 

Short Term Strategic  

 Hold the planned DTSC Executive Offsites to baseline executives’ understanding of key leadership 
concepts and principles, and conduct a team building offsite to increase trust, understanding, 
communication, and collaboration between DTSC executives. This will provide DTSC executives with 
critical information to support their executive coaching and the development of their IDPs.  

 Expand Aspiring Leaders Training by scheduling sessions though the end of 2017. Assess demand for 
the session in 2018 and schedule accordingly.  

 DTSC should ensure all current managers have received the mandatory training they need within the 
next nine months and promote existing learning opportunities. To accomplish this, DTSC will identify 
and prioritize the mandatory, desired, and optional training in the existing curriculum. Courses that 
are out‐of‐date should be excluded from this review and updated during the implementation of this 
roadmap. DTSC will then have all supervisors conduct a self‐assessment to identify mandatory 
courses they have not taken. Supervisors will then enroll in these courses, completing all of them by 
the end of March 2018. 

 Promote the Office of Administrative Services’ current onboarding program and e‐learning portal, so 
that new DTSC staff can enjoy the benefits of improved skills, effectiveness, and job satisfaction. 
Also allow existing staff to retake courses at their preference.  

Implementation Dependencies 

 None 
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Support Annual Performance Reviews and Individual Development Plans 
Roadmap 

  

Proposed Owner 

 Office of Administrative Services 

Organizational Health Assessment Recommendations Implemented in This Roadmap 

 E.6 – Monitor Performance and Provide Regular Feedback 

Description of Roadmap 

The Office of Administrative Services require performance reviews for the past year and updated 
IDPs for the upcoming year after CalHR updates the forms/templates. 

Implementation Dependencies 

 CalHR updates the IDP and performance review templates.   
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Improve Hiring Roadmap 

Proposed Owner 

 Office of Administrative Services 

Organizational Health Assessment Recommendations Implemented in This Roadmap 

 E.7 – Improve Hiring Efforts and Staffing Allocation 

Description of Roadmap 

The Office of Administrative Services will conduct an analysis of DTSC’s hiring processes to identify 
process improvement opportunities to expedite hiring. For example, the Office of Administrative 
Services may institutionalize recurring meeting with leaders and mangers in offices with a large 
number of recruitments or priority recruitments to ensure the process and timelines are followed. 
Finally, the Office of Administrative Services will communicate any process changes to hiring 
managers to ensure compliance.  

Implementation Dependencies 

 None  
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Improve Employee Recognition Program Roadmap 

 

Proposed Owner 

 Office of Civil Rights 

Organizational Health Assessment Recommendations Implemented in This Roadmap 

 E.8 – Expand Existing Recognition Programs 

Description of Roadmap 

The Office of Civil Rights will research best practices for employee recognition programs, focusing on 
other State agencies, and compare these practices to DTSC’s existing recognition programs. This will 
identify gaps in the existing program and opportunities to make improvements. The Office of Civil 
Rights will then update the Employee Recognition Plan. To implement the plan, the Office of Civil 
Rights may need to educate and train managers on how to best recognize staffs’ accomplishments.  

Implementation Dependencies 

 None  
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Revise and Promote Mentoring Program Roadmap 

 

Proposed Owner  

 Office of Civil Rights 

Organizational Health Assessment Recommendations Implemented in This Roadmap 

 E.3 – Develop an Onboarding Program with Job Shadowing and Mentoring 

Description of Roadmap 

The Office of Civil Rights will review the current mentoring program to identify, develop, and 
implement improvements. This could include training for mentors, having leadership proactively 
identify staff that could benefit from serving as mentors (e.g., top performers), and promoting the 
mentoring program to new and existing staff.  

Implementation Dependencies 

 None  
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Develop Best Practice for Project Planning and Initiation Checklist 
Roadmap 

\Proposed Owner  

 Strategic Development Unit 

Organizational Health Assessment Recommendations Implemented in This Roadmap 

 O.3 – Improve Project Planning and Initiation 

Description of Roadmap 

The Strategic Development Unit should would with a program currently undergoing business 
process review (e.g., the Cleanup Program and/or the Permitting Division) and develop a project 
planning and initiation checklist that ensures all potential project needs are considered and support 
programs are engaged during the planning phase. 

Implementation Dependencies 

 Business process review that are currently in progress. 
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Purpose of DTSC Organizational Assessment Health Strategic Action 
Plans 

The Organizational Health Assessment Strategic Action Plans document the strategic initiatives DTSC will 
undertake to implement the OHA recommendations. The Action Plans outline: 

x� What activities will occur to implement the recommendations 

x� Who will carry out these activities 

x� When they will happen 

x� What resources will be allocated to implement and sustain the improvement 

x� How results will be measured 

The Highlands Consulting Group worked with Executive Owners and Drivers to develop these Actions 
Plans per the draft DTSC Strategic Action Planning Guidance. This document compiles these action plans 
into a single document to memorialize completion of the Action Plans. Action Plans contained in this 
Addendum reflect the most current version as of August 15, 2017. Action Plan drivers will continue to 
maintain and update the Action Plans. Signification revisions will be approved by the Executive Owner. 
These updates will be tracked in each Action Plan. This document will not be updated to reflect these 
changes.  

Organizational Health Assessment Strategic Action Plans 

This document includes the following Action Plans: 

x� Create the DTSC Training and Development Plan 

x� Support Annual Performance Reviews and Individual Development Plans 

x� DTSC Recruitment Plan 

x� Improve Employee Recognition Program 

x� Improve Peer Mentoring Program 

x� Develop Best Practice for Project Planning and Initiation Checklist 

The Action Plans are presented in this order.  
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Department	of	Toxic	Substances	Control	
Strategic	Action	Plan	

	

Initiative	Name	1	 Create	the	DTSC	Training	&	Development	Plan	
Executive	Owner	2	 Andrew	Collada,	Office	of	Administrative	Services		
Driver	3	 Rebecca	Trapp,	Chief,	Office	of	Training	

Relationship	to	DTSC	Strategic	Plan	
Strategic	Goal	4	 Provide	Effective	Support	Services.	

Strategic	Objective	5	
Implement	a	sustainable	training	needs	assessment	and	prioritization	process	and	upgrade	the	electronic	learning	
management	system	to	support	implementation	of	DTSC’s	training	plan	for	providing	staff	and	managers	with	the	
skills	they	need	to	succeed	in	their	jobs	and	careers.	(Objective	4.4)	

Strategy	6	 Support	Organizational	Excellence	Through	Employee	Training	&	Development	and	Performance	Management.	

Summary	of	Initiative	

Description	7	

The	Office	of	Administrative	Services	(OAS)	will	develop	and	implement	a	DTSC	Training	and	Development	Plan	to	
support	the	ongoing	career	and	skills	development	of	DTSC	executives,	managers,	and	staff.	The	Plan	will	also	
establish	standards	for	employee	performance	management	to	ensure	staff	are	meeting	job	expectations	and	
developing	to	meet	their	professional	career	goals.	The	Plan	will	be	deployed	in	four	phases.		
	
PHASE	1	
Phase	1	will	focus	on	executive	staff	and	will	outline	how	DTSC	will:	

• Assess	each	(existing	and	new)	leader’s	capabilities,	including	a	360-degree	evaluation	and	self-
assessments,	to	baseline	abilities	and	identify	growth	opportunities.	

• Obtain	professional	coaching	for	key	DTSC	executives.	
• Document	and	monitor	shared	goals	and	individual	performance	expectations,	(e.g.,	Individual	

Development	Plans	[IDPs]	and/or	performance	contracts).	
• Develop	individual	and	collective	leadership	skills	and	competencies	amongst	the	executive	team,	using	

the	CalHR	Competency	Model	and	DTSC	Core	Values	as	a	foundation.	
• Promote	cross-functional	team	building	and	collaboration.		
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PHASE	2	
Phase	2	will	focus	on	how	the	Department	will	continuously	develop	the	knowledge,	skills,	and	abilities	of	
managers	and	supervisors.	The	Plan	will:	

• Outline	the	process	for	onboarding	new	managers	that	ensures	they	receive	the	foundational	training	they	
need	to	supervise	staff.	

• Provide	guidance	on	the	requirements	and	process	for	ongoing	training	to	continuously	develop	the	skills	
and	competencies	of	managers.	

Concurrent	to	the	development	of	the	manager	and	supervisor	portion	of	the	DTSC	Training	and	Development	
Plan,	OAS	should	take	the	following	actions:	

• Analyze	the	current	offerings,	options,	and	requirements	for	manager	and	supervisor	training.	
o Include	consideration	for	the	impact	of	Government	Code	Section	19995.4,	which	mandates	

specific	hours	of	training	for	new	supervisors	(80	hours),	managers	(40	hours),	and	CEAs	
(20	hours),	as	well	as	20	hours	of	training	every	2	years	for	each	of	the	above.	

• Identify	and	implement	potential	improvements	that	could	be	made	to	the	subject	matter	of	manager	and	
supervisor	training	courses.	

o Continue	to	base	course	content	on	CalHR	guidelines	and	manager/supervisor	feedback.	
	
PHASE	3	
Phase	3	will	focus	all	employees	and	document:		

• A	strategy	to	ensure	staff	are	trained	to	perform	their	job	duties	and	grow	in	their	career.	
• Clearly	defined	roles	and	responsibilities	between	OAS	and	the	other	offices/programs	on	developing	and	

maintaining	training	curriculum.		
• An	outline	of	the	onboarding	process.	
• An	overview	of	the	basic	business	skills	employees	need	to	be	successful,	based	on	the	CalHR	Core	

Competencies	Model.		
• How	DTSC	will	develop	aspiring	leaders	within	the	Department	through	formal	training	and	coaching.	This	

will	ensure	leadership	skills	are	exhibited	throughout	the	Department,	and	will	prepare	the	next	
generation	of	leaders	at	DTSC.	

• Information	on	the	purpose	and	role	of	the	Training	Advisory	Group	(TAG).	
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PHASE	4	
Phase	4	will	expand	upon	the	accomplishment	of	Phase	three	and	document:	

• Classification-specific	knowledge,	skill,	and	ability	requirements,	by	Program.	
o The	Office	of	Training	will	coordinate	with	the	Training	Advisory	Group	to	develop	classification-

specific	knowledge,	skills,	abilities	for	programs	based	on	classification	specifications;	duty	
statements;	and	program-specific	requirements	and	expectations.		

o The	Office	of	Training	will	develop	a	program-specific	section	of	DTSC’s	Training	and	Development	
Plan	for	each	program	and	office.	These	program-specific	sections	will	focus	on	the	technical	skills	
employees	need	to	meet	the	requirements	of	their	classification	and/or	position.		

• A	methodology	to	evaluate	staff’s	current	knowledge	and	skill	sets,	based	on	their	classification,	position,	
tenure,	relevant	education,	and	professional	experience,	to	identify	any	gaps	and	development	
opportunities.	This	methodology	should	enable	both	self-assessment	and	assessment	by	the	employee’s	
supervisor.		

Goal(s)	8	

• Ensure	DTSC	executive	staff	are	continuously	developing	their	leadership	skills	and	competencies	to	effectively	
lead	the	organization	and	their	programs.		

• Provide	guidance	to	the	training	and	development	of	DTSC	employees	to	support	knowledge,	skill,	and	ability	
development	for	all	DTSC	staff.		

• Provide	guidance	to	DTSC’s	manager	and	supervisor	training	and	development	to	support	knowledge,	skill,	and	
ability	development	for	new	and	current	DTSC	supervisors	and	managers.	

• Promote	organizational	excellence	by	formally	documenting	performance	expectations	for	DTSC.	

Primary	KPI	9	

Phase	1		
Increase	the	number	of	staff	that	strongly	agree	or	agree	to	Question	39:	“I	have	confidence	in	the	ability	of	the	
DTSC	leadership	team	to	lead	change”	and	question	40:	“I	have	confidence	in	the	ability	of	the	DTSC	leadership	
team	to	guide	the	organization	into	the	future”	in	the	DTSC	Annual	All-Staff	Survey	to	40	by	2019.	

Phase	2		
Maintain	the	number	of	staff	that	strongly	agree	or	agree	to	Question	29:	“My	supervisor	has	the	right	skills	and	
experience	to	do	their	job”	in	the	DTSC	Annual	All-Staff	Survey	at	or	above	70%.	

Phase	3/4		
Increase	the	number	of	staff	that	strongly	agree	or	agree	to	Question	4:	“I	am	supported	to	learn	and	develop	my	
abilities”	in	the	DTSC	Annual	All-Staff	Survey	from	63.0%	to	70%	or	above	by	2019.	
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Other	KPIs	10	

Phase	1		
Increase	the	number	of	staff	that	strongly	agree	or	agree	to	Question	36:	“I	believe	DTSC	as	an	organization	is	well-
managed”	in	the	DTSC	Annual	All-Staff	Survey	to	30%	or	above	by	2019.	

Phase	3/4	
Increase	the	number	of	staff	that	strongly	agree	or	agree	to	Question	13:	“DTSC	employees	have	the	right	training	
to	do	their	jobs”	in	the	DTSC	Annual	All-Staff	Survey	from	39.6%	to	45%	or	above	by	2019.	By	2020,	increase	the	
number	to	60%	or	above.	

NOTE:	This	KPI	has	a	shared	responsibility	across	all	DTSC	programs,	since	it	will	be	dependent	on	how	each	
specific	program	manages	their	training	courses,	budget,	and	staff.	

Measurement	Plan	11	

KPIs	can	be	measured	by	including	questions	in	the	DTSC	Annual	All-Staff	Survey,	and	comparing	pre-	and	post-
implementation	results.	The	next	survey	will	be	conducted	in	the	second	quarter	of	each	year.	Current	baseline	
(from	November	2016)	is:	

• Q4:	“I	am	supported	to	learn	and	develop	my	abilities”	
Strongly	Agree	=	22.6%,	Agree	=	40.4%,	Total	=	63.0%,	Goal	=	70%+	by	2019	

• Q13:	“DTSC	employees	have	the	right	training	to	do	their	jobs”	
Strongly	Agree	=	6.4%,	Agree	=	33.2%,	Total	=	39.6%,	Goal	=	45%+	by	2019	

• Q29:	“My	supervisor	has	the	right	skills	and	experience	to	do	their	job”	
Strongly	Agree	=	33.9%,	Agree	=	37.5%,	Total	=	71.4%,	Goal	=	70%+	by	2019	

• Q36:	“I	believe	DTSC	as	an	organization	is	well-managed”	
Strongly	Agree	=	4.0%,	Agree	=	21.3%,	Total	=	25.3%,	Goal	=	30%+	by	2019	

• Q39:	“I	have	confidence	in	the	ability	of	the	DTSC	leadership	team	to	lead	change”	
Strongly	Agree	=	7.6%,	Agree	=	27.4%,	Total	=	35.0%,	Goal	=	40%+	by	2019	

• Q40:	“I	have	confidence	in	the	ability	of	the	DTSC	leadership	team	to	guide	the	organization	into	the	
future”	
Strongly	Agree	=	7.1%,	Agree	=	27.0%,	Total	=	34.1%,	Goal	=	40%+	by	2019	
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Action	Planning	Process	End	Dates	12	
Planning	 Initiation	 Development	 Implementation	 Measurement	
Phase	1	
8/31/2017	 9/1/2017	 10/31/2017	 12/22/2017	 Annual	Survey	Date	-	TBD	

Phase	2	
8/31/2017	 9/1/2017	 10/31/2017	 12/31/2017	 Annual	Survey	Date	-	TBD	
Phase	3	
8/31/2017	 9/1/2017	 12/31/2017	 2/1/2018	 Annual	Survey	Date	-	TBD	
Phase	4	
12/1/2017	 12/1/2017	 11/30/2017	 10/31/2018	 Annual	Survey	Date	-	TBD	
	

Significant	Milestones	and	Deliverables	13	
Milestone/		
Deliverable	

Responsible	Program/		
Office	and	Staff	

Anticipated		
Start	Date	

Anticipated		
End	Date	

Quick	Wins	
Quick	Win:	Schedule	off-sites	and	
trainings	for	DTSC	executives	for	the	
remainder	of	2017.	

Chief	Deputy	Director,	Francesca	Negri	 7/3/2017	 7/14/2017	

Quick	Win:	Promote	LearnPort	online	
learning	courses	through	an	email	
campaign.	

OAS,	Rebecca	Trapp	 9/1/2017	 9/30/2017	

Quick	Win:	Develop/update	an	
onboarding	checklist	for	new	hires	at	
DTSC.	Publicize	the	Onboarding	
Checklist	to	all	DTSC	staff,	focusing	on	
DTSC	managers,	supervisors,	and	hiring	
personnel.		

OAS,	Rebecca	Trapp	 9/1/2017	 11/30/2017	

Quick	Win:	Determine	needs	in	2018	for	
Aspiring	Leaders	training	and	schedule	
trainings	accordingly.	

OAS,	Rebecca	Trapp	 12/1/2017	 1/31/2018	
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Significant	Milestones	and	Deliverables	13	
Milestone/		
Deliverable	

Responsible	Program/		
Office	and	Staff	

Anticipated		
Start	Date	

Anticipated		
End	Date	

PHASE	1	
Develop	the	Executive	section	Training	
and	Development	Plan.	

OAS,	Rebecca	Trapp	 9/1/2017	 10/31/2017	

Secure	development	coach	for	each	
DTSC	executive	identified	by	Chief	
Deputy	Director.	

OAS,	Rebecca	Trapp	 9/1/2017	 12/31/2017	

Secure	vendor	for	360-degree	
evaluations	(e.g.,	UC	Davis).	

OAS,	Rebecca	Trapp	 9/1/2017	 12/31/2017	

Formalize	the	DTSC	leadership	
competencies,	behaviors,	and	
expectations.	

Chief	Deputy	Director,	Francesca	Negri		 9/1/2017	 10/31/2017	

Develop	IDPs/performance	contracts	for	
each	DTSC	leader.	

Chief	Deputy	Director,	Francesca	Negri	
OAS,	Rebecca	Trapp	(support)	

11/1/2017	 12/22/2017	

PHASE	2	
Develop	the	Manager	and	Supervisor	
section	of	the	Training	and	Development	
Plan.	

OAS,	Rebecca	Trapp	 9/1/2017	 10/31/2017	

Analyze	the	current	offerings,	options,	
and	requirements	for	Manager	and	
Supervisor	training.	
• Include	consideration	for	the	impact	

of	Government	Code	Section	
19995.4,	which	mandates	specific	
hours	of	training	for	supervisors	
(80	hours),	managers	(40	hours),	and	
CEAs	(20	hours),	as	well	as	20	hours	
of	training	every	2	years	for	all	
supervisors,	managers,	and	CEAs.		

OAS,	Rebecca	Trapp	 9/1/2017	 07/31/2017	
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Significant	Milestones	and	Deliverables	13	
Milestone/		
Deliverable	

Responsible	Program/		
Office	and	Staff	

Anticipated		
Start	Date	

Anticipated		
End	Date	

Identify	and	implement	potential	
improvements	that	could	be	made	to	
the	Manager	and	Supervisor	training	
courses.	

OAS,	Rebecca	Trapp	 9/1/2017	 12/31/2017	

Communicate	the	update	of	the	Training	
and	Development	Plan	for	Managers	and	
Supervisors	to	DTSC	as	a	whole.	

OAS,	Rebecca	Trapp	 12/31/2017	 12/31/2017	

PHASE	3	
Develop/Update	all-employee	section	of	
the	Training	and	Development	Plan.	

OAS,	Rebecca	Trapp	 9/1/2017	 12/31/2017	

Re-establish	the	Training	Advisory	
Group.	
• Define	purpose,	role,	and	scope.	
• Recruit	members.	
• Conduct	kick-off	meeting.	

OAS,	Rebecca	Trapp	 9/1/2017	 11/30/2017	

Create	and	administer	survey	to	unit	
supervisors	that	rates	the	gap	between	
their	unit’s	current	and	necessary	
business	skills	(based	on	CalHR’s	Core	
Competency	Model).	

OAS,	Rebecca	Trapp	 9/1/2017	 12/31/2017	

Communicate	updates	to	the	Training	
and	Development	Plan	for	all-employee	
training	to	DTSC	as	a	whole.	

OAS,	Rebecca	Trapp	 1/2/2018	 2/1/2018	

PHASE	4	
Work	with	other	DTSC	programs	to	
develop	classification-specific	sections	
of	the	Training	and	Development	Plan.	
NOTE:	Dependent	on	other	DTSC	
programs.	

Training	Advisory	Group	(TAG)	
OAS,	Rebecca	Trapp	(facilitating	the	
process)	

12/1/2017	 8/31/2018	
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Significant	Milestones	and	Deliverables	13	
Milestone/		
Deliverable	

Responsible	Program/		
Office	and	Staff	

Anticipated		
Start	Date	

Anticipated		
End	Date	

Analyze	results	of	supervisor’s	survey	of	
their	unit’s	business	skills	and	deliver	
recommendations	on	training.	

OAS,	Rebecca	Trapp	 1/2/18	 6/30/2018	

Develop/Update	program-specific	
section	of	the	Training	and	Development	
Plan.	

OAS,	Rebecca	Trapp	 7/1/2018	 9/30/2018	

Communicate	Phase	2	of	DTSC’s	
Training	and	Development	Plan	to	DTSC	
as	a	whole.	

OAS,	Rebecca	Trapp	 10/1/2018	 10/31/2018	

	

Staffing	and	Funding	Needed	to	Implement	14	
	 Year	1:	FY	2016/17	 Year	2:	FY	2017/18	 Year	3:	FY	2018/19	 Year	4:	FY	2019/20	
Staff	Redirects	in	PYs	
Office	of	Training	 0.8	 0.8	 0.8	 -	
Training	Advisory	
Group	

TBD	 TBD	 TBD	 	

Total	Staff	(PYs)	 0.8	 0.8	 0.8	 	

Funding	in	Dollars	
Additional*	 $0	 $0	 $0	 	

Redirect	 $0	 $0	 $0	 	
Total	Funding	($)	 $0	 $0	 $0	 	
*	Add	notes	below	if	BCP,	Finance	Letter,	FSR,	or	other	approvals	are	needed.		
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Ongoing	Staffing	and	Funding	Needs	15	
New	Staff	in	PYs	

Office	of	Training	 0	
Total	Additional	Staff	 0	

Ongoing	Funding	in	Dollars	
Additional*	 TBD	
Redirect	 TBD	
Total	Additional	Funding	 TBD	
*	Add	notes	below	if	BCP,	Finance	Letter,	FSR,	or	other	approvals	are	needed.		
	

Notes	16	
• IDPs	are	covered	in	a	separate	Action	Plan.	
• The	Strategic	Goal	and	Objective	are	from	the	2014	–	2019	DTSC	Strategic	Plan.	They	are	the	best	match	to	the	goal	of	this	

Action	Plan;	however,	the	Owner	and	Driver	will	only	be	working	to	advance	the	milestones	specified	above.	
• Relationship	to	Strategic	Goals,	Strategic	Objectives,	and	Strategy	will	be	updated	when	the	DTSC	Strategic	Plan	is	revised	

by	the	end	of	2017.	
• The	Staff	Redirects	to	accomplish	this	Action	Plan	are	estimated	to	be	0.8	PYs.	This	may	change	as	work	progresses.	
• There	are	dependencies	on	other	DTSC	offices	for	some	milestones	within	this	Action	Plan.	These	dependencies	are	clearly	

identified.	
 

Action	Plan	Revision	History	17	
Date	 Version	#	 Revision	Description	 Author	

5/31/2017	 0.1	 Initial	draft	submitted	to	Training	Chief	for	review.	
The	Highlands	
Consulting	Group	

6/5/2017	 0.2	 Incorporated	comments	from	Training	Chief.	
The	Highlands	
Consulting	Group	

6/14/2017	 0.3	 Incorporated	comments	from	Human	Resources	Manager.	
The	Highlands	
Consulting	Group	
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Action	Plan	Revision	History	17	

6/28/2017	 0.4	
Integrated	training	and	development	Action	Plans	for	executives,	
managers,	and	staff	into	a	single	action	plan	with	four	phases.	Submitted	
to	Training	Chief	for	review.		

The	Highlands	
Consulting	Group	

7/3/2017	 0.5	 Version	sent	to	Executive	Sponsor	for	review.		
The	Highlands	
Consulting	Group	

7/##/2017	 1.0	 Version	approved	by	Executive	Sponsor.	
The	Highlands	
Consulting	Group	
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Department	of	Toxic	Substances	Control	
Strategic	Action	Plan	

	

Initiative	Name	1	 Support	Annual	Performance	Reviews	and	Individual	Development	Plans		
Executive	Owner	2	 Francesca	Negri,	Chief	Deputy	Director	
Driver	3	 Tiffany	Taylor,	Classification	and	Pay	Manager	

Relationship	to	DTSC	Strategic	Plan	
Strategic	Goal	4	 Provide	Effective	Support	Services.	

Strategic	Objective	5	 Complete	performance	appraisal	training	for	DTSC	managers	and	implement	a	tracking	system	to	ensure	that	
staff	receive	timely	and	useful	performance	appraisals.	(Objective	4.3)	

Strategy	6	 Support	Organizational	Excellence	Through	Employee	Training	and	Development	and	Performance	Management.	

Summary	of	Initiative	

Description	7	

To	ensure	all	staff	are	receiving	the	feedback	they	need	to	perform	effectively	in	their	position	and	develop	their	
career,	DTSC	will	undertake	a	project	to	ensure	all	employees	receive	an	annual	performance	review	and	draft	an	
Individual	Development	Plan	(IDP)	by	Q1	2018	or	sooner.	This	will	establish	an	annual	cycle	of	delivering	
performance	reviews	and	updating	IDPs	for	all	DTSC	staff	by	the	end	of	each	calendar	year.	Employees	that	have	
received	performance	reviews	and/or	updated	IDPs	in	the	three	months	prior	will	not	require	an	update,	but	
should	confirm	with	their	supervisors	that	their	IDPs	adequately	capture	training	and	development	opportunities.		

Upon	completion	of	the	performance	reviews	and	IDPs,	staff	may	be	given	opportunities	to	seek	training	to	
address	any	gaps	in	knowledge	or	skills	that	impact	performance.		

CalHR	is	currently	updating	the	IDP	and	performance	appraisal	forms	and	processes.	As	a	result,	this	initiative	will	
not	be	started	until	that	update	is	complete.	

Goal(s)	8	 Provide	structured	feedback	to	all	DTSC	staff	to	support	continuous	knowledge,	skill,	and	ability	development.	

Primary	KPI	9	 Increase	the	number	of	staff	that	receive	annual	IDPs	and	performance	evaluations	to	100%	for	2018.	Thereafter,	
continue	the	practice	of	annual	IDPs	and	performance	evaluations.	

Other	KPIs	10	 None.		
Measurement	Plan	11	 Completion	of	performance	reviews	and	IDPs	will	be	tracked	by	Branch	and	Division	Managers.		
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Action	Planning	Process	End	Dates	12	
Planning	 Initiation	 Development	 Implementation	 Measurement	
7/3/2017	 8/7/2017	 8/17/2017	 8/17/2018	 Annual	Survey	Date	-	TBD	
	

Significant	Milestones	and	Deliverables	13	
Milestone/		
Deliverable	

Responsible	Program/		
Office	and	Staff	

Anticipated		
Start	Date	

Anticipated		
End	Date	

Communicate	new	mandate	to	all	
supervisors	

Chief	Deputy	Director,	Francesca	Negri	 8/17/2017	 8/17/2017	

Complete	relevant	training	for	all	
supervisors,	including	refresher	course	

Office	of	Administrative	Services,	
Andrew	Collada	

8/17/2017	 10/31/2017	

Complete	performance	reviews	and	IDPs	 DTSC	Supervisors	(delegated)	 11/1/2017	 2/28/2018	
Staff	pursue	training	opportunities	 DTSC	Staff	(delegated)	 3/1/2018	 12/31/2018	
	

Staffing	and	Funding	Needed	to	Implement	14	
	 Year	1:	FY	2016/17	 Year	2:	FY	2017/18	 Year	3:	FY	20##/##	 Year	4:	FY	20##/##	
Staff	Redirects	in	PYs	
Office	of	
Administrative	
Services	

0	 .02	 .02	 	

Total	Staff	(PYs)	 0	 .02	 .02	 	

Funding	in	Dollars	
Additional*	 $0	 $0	 $0	 	

Redirect	 $0		 $0		 $0		 	
Total	Funding	($)	 $0	 $0	 $0	 	

*	Add	notes	below	if	BCP,	Finance	Letter,	FSR,	or	other	approvals	are	needed.		
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Ongoing	Staffing	and	Funding	Needs	15	
New	Staff	in	PYs	

N/A	 0	
Total	Additional	Staff	 0	

Ongoing	Funding	in	Dollars	
Additional*	 $0	
Redirect	 $0	
Total	Additional	Funding	 $0	
*	Add	notes	below	if	BCP,	Finance	Letter,	FSR,	or	other	approvals	are	needed.		
	

Notes	16	
• Relationship	to	Strategic	Goals,	Strategic	Objectives,	and	Strategy	will	be	updated	when	the	DTSC	Strategic	Plan	is	revised	by	the	end	of	

2017.		
• Action	Plan	dates	assume	CalHR	will	update	the	performance	review	and	IDP	forms	and	processes	by	July	1,	2017.	Dates	will	be	

adjusted	based	on	release	of	updated	forms.		
 

Action	Plan	Revision	History	17	
Date	 Version	#	 Revision	Description	 Author	

6/12/2017	 0.1	 Initial	draft	for	driver	review.	
The	Highlands	
Consulting	Group	

6/23/2017	 0.2	 Draft	for	Executive	Owner	review.		
The	Highlands	
Consulting	Group	

MM/DD/2017	 1.0	 Version	approved	by	the	Executive	Owner.		
The	Highlands	
Consulting	Group	

	



DTSC	Strategic	Action	Plan	–	DTSC	Recruitment	Plan	

1	
	

Department	of	Toxic	Substances	Control	
Strategic	Action	Plan	

	

Initiative	Name	1	 DTSC	Recruitment	Plan	
Executive	Owner	2	 Andrew	Collada,	Office	of	Administrative	Services	(OAS)	
Driver	3	 Tiffany	Taylor,	Classification	and	Pay	Manager	

Relationship	to	DTSC	Strategic	Plan	
Strategic	Goal	4	 Provide	Effective	Support	Services.	

Strategic	Objective	5	 Ensure	administrative	policies,	procedures,	and	directives	are	current,	accessible,	and	shared	with	staff.	
(Objective	4.2)	

Strategy	6	 Clarify	the	hiring	process.	

Summary	of	Initiative	

Description	7	
Develop	and	publish	a	DTSC	Recruitment	Plan	that	documents	the	processes	and	best	practices	for	recruiting	
DTSC	staff.	This	should	allow	DTSC	managers	to	identify	a	larger	pool	of	qualified	candidates	and	hire	more	
quickly.		

Goal(s)	8	 Provide	clarity	to	hiring	managers	about	the	hiring	process	and	recruitment	best	practices.	

Primary	KPI	9	 Increase	the	number	of	staff	that	strongly	agree	or	agree	to	Question	62:	“DTSC	recruits	people	with	the	right	
skills”	in	the	DTSC	Annual	All-Staff	Survey	from	45.4%	to	50%	or	above	by	2018.	

Other	KPIs	10	 None.	

Measurement	Plan	11	

KPIs	can	be	measured	by	including	questions	in	the	DTSC	Annual	All-Staff	Survey,	and	comparing	pre-	and	post-
implementation	results.	The	survey	will	be	conducted	next	in	the	second	quarter	of	2018.	Current	baseline	(from	
November	2016)	is:	

• Q62:	“DTSC	recruits	people	with	the	right	skills”	
Strongly	Agree	=	6.4%,	Agree	=	39.0%,	Total	=	45.4%,	Goal	=	50%+	by	2018	

	

Action	Planning	Process	End	Dates	12	
Planning	 Initiation	 Development	 Implementation	 Measurement	
6/1/2017	 6/1/2017	 7/7/2017	 7/21/2017	 Annual	Survey	Date	-	TBD	
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Significant	Milestones	and	Deliverables	13	
Milestone/		
Deliverable	

Responsible	Program/		
Office	and	Staff	

Anticipated		
Start	Date	

Anticipated		
End	Date	

Deliver	draft	DTSC	Recruitment	Plan	 Classification	and	Pay	Manager,	Tiffany	
Taylor	

6/1/2017	 7/7/2017	

Approve	and	publish	DTSC	Recruitment	
Plan	

Andrew	Collada,	OAS	
Classification	and	Pay	Manager,	Tiffany	
Taylor	

7/21/2017	 7/21/2017	

	

Staffing	and	Funding	Needed	to	Implement	14	
	 Year	1:	FY	2016/17	 Year	2:	FY	2017/18	 Year	3:	FY	2018/19	 Year	4:	FY	2019/20	
Staff	Redirects	in	PYs	
OAS,	Human	
Resources	

.2	 .2	 	 	

Total	Staff	(PYs)	 .2	 .2	 	 	

Funding	in	Dollars	
Additional*	 $0	 $0	 	 	

Redirect	 $0	 $0	 	 	
Total	Funding	($)	 $0	 $0	 	 	
*	Add	notes	below	if	BCP,	Finance	Letter,	FSR,	or	other	approvals	are	needed.		
	

Ongoing	Staffing	and	Funding	Needs	15	
New	Staff	in	PYs	

OAS,	Human	Resources	 0	
Total	Additional	Staff	 0	

Ongoing	Funding	in	Dollars	
Additional*	 $0	

Redirect	 $0	

Total	Additional	Funding	 $0	
*	Add	notes	below	if	BCP,	Finance	Letter,	FSR,	or	other	approvals	are	needed.		
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Notes	16	
• The	Strategic	Goal	and	Objective	are	from	the	2014	–	2019	DTSC	Strategic	Plan.	They	are	the	best	match	to	the	goal	of	this	

Action	Plan;	however,	the	Owner	and	Driver	will	only	be	working	to	advance	the	milestones	specified	above.	The	Strategic	
Goal	and	Objective	will	need	to	be	updated	when	the	DTSC	Strategic	Plan	is	updated	at	the	end	of	2017.	

 

Action	Plan	Revision	History	17	
Date	 Version	#	 Revision	Description	 Author	

6/6/2017	 0.1	 Initial	draft	submitted	to	Classification	and	Pay	Manager	for	review.	
The	Highlands	
Consulting	Group	

6/14/2017	 0.2	 Incorporated	comments	from	Human	Resources	Manager.	
The	Highlands	
Consulting	Group	

7/5/2017	 0.3	 Revised	version	to	incorporate	the	scope	of	the	DTSC	Recruitment	Plan.		
The	Highlands	
Consulting	Group	

6/28/2017	 1.0	 Version	approved	by	the	Executive	Owner.	
The	Highlands	
Consulting	Group	
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Department	of	Toxic	Substances	Control	
Strategic	Action	Plan		

	

Initiative	Name	1	 Improve	Employee	Recognition	Program	
Executive	Owner	2	 Litiana	Patino,	Office	of	Civil	Rights	(OCR)	
Driver	3	 Kenneth	Evans,	Alternative	Dispute	Resolution	Coordinator	

Relationship	to	DTSC	Strategic	Plan	
Strategic	Goal	4	 Provide	Effective	Support	Services.	

Strategic	Objective	5	
Create	and	sustain	an	organizational	culture	where	staff	are	fully	engaged	in	DTSC’s	mission	and	work,	participate	
in	the	exchange	of	ideas	and	viewpoints,	and	hold	themselves	and	others	accountable	in	the	fulfillment	of	their	
responsibilities	as	DTSC	employees.	

Strategy	6	 Employee	Recognition.	

Summary	of	Initiative	

Description	7	

Update	the	DTSC	employee	recognition	program	to	meet	the	needs	of	staff	for	individual	and	group	recognition	
and	to	align	with	best	practices.		

To	support	this	effort,	DTSC	will	research	best	practices	for	employee	recognition	programs	(focusing	on	other	
State	agencies)	and	then	compare	these	practices	to	DTSC’s	existing	recognition	programs.	This	analysis	will	
identify	gaps	in	the	existing	program	and	improvement	opportunities.	For	example,	the	Organizational	Health	
Assessment	identified	the	following	potential	improvements:	

• A	formal,	department-wide	recognition	program	for	significant	individual	and	group	contributions.	
• Training	for	managers	on	how	to	formally	and	informally	recognize	staff’s	accomplishments	both	

individually	and	publicly.	
• Informal,	peer-to-peer	recognition	and	thanks.	

The	Office	of	Civil	Rights	will	then	update	the	employee	recognition	program.	To	implement	the	new	program,	
the	Office	of	Civil	Rights	may	need	to	educate	and	train	managers	on	how	to	recognize	staffs’	accomplishments.		

Goal(s)	8	 Provide	structure	to	and	education	of	DTSC’s	employee	recognition	program,	to	increase	employee	recognition	
overall	and	improve	employee	morale.	

Primary	KPI	9	
Increase	the	number	of	staff	that	strongly	agree	or	agree	to	Question	6:	“Employees	receive	recognition	that	is	
clearly	tied	to	specific	behaviors	and	contributions”	in	the	DTSC	Annual	All-Staff	Survey	from	35.3%	to	70%	or	
above.		
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Other	KPIs	10	

Maintain	the	number	of	staff	that	strongly	agree	or	agree	to	Question	22:	“My	supervisor	tells	me	when	I	have	
done	a	good	job”	in	the	DTSC	Annual	All-Staff	Survey	above	70%.	
Increase	the	number	of	staff	that	strongly	agree	or	agree	to	Question	23:	“My	supervisor	gives	me	frequent	
constructive	feedback”	in	the	DTSC	Annual	All-Staff	Survey	from	59.7%	to	70%.	

Measurement	Plan	11	

These	KPIs	can	be	measured	by	including	questions	in	the	DTSC	Annual	All-Staff	Survey,	and	comparing	pre-	and	
post-implementation	results.	The	survey	will	be	conducted	next	in	the	second	quarter	of	2018.	Current	baseline	
(from	November	2016)	is:	

• Q6:	“Employees	receive	recognition	that	is	clearly	tied	to	specific	behaviors	and	contributions”	
Strongly	Agree	=	5.8%,	Agree	=	29.5%,	Total	=	35.3%,	Goal	=	70%	

• Q22:	“My	supervisor	tells	me	when	I	have	done	a	good	job”	
Strongly	Agree	=	27.3%,	Agree	=	43.7%,	Total	=	71.0%,	Goal	=	70%	

• Q23:	“My	supervisor	gives	me	frequent	constructive	feedback”	
Strongly	Agree	=	19.7%,	Agree	=	40.0%,	Total	=	59.7%,	Goal	=	70%	

	

Action	Planning	Process	End	Dates	12	
Planning	 Initiation	 Development	 Implementation	 Measurement	
5/31/2017	 6/1/2017	 10/31/2017	 11/1/2017	 Annual	Survey	Date	-	TBD	

	

Significant	Milestones	and	Deliverables	13	
Milestone/		
Deliverable	

Responsible	Program/		
Office	and	Staff	

Anticipated		
Start	Date	

Anticipated		
End	Date	

Research	current	best	practices	and	
successful	programs	from	other	State	
agencies	

OCR,	Kenneth	Evans	 6/1/2017	 7/31/2017	

Update	DTSC	Employee	Recognition	
Materials		
• Revise	language	and	create	

artefacts	
• Create/reference	web-based,	

online	training	on	employee	
recognition	

• Publish	to	DTSC	Intranet	

OCR,	Kenneth	Evans	 8/1/2017	 10/31/2017	
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Significant	Milestones	and	Deliverables	13	
Communicate	changes	to	DTSC	as	a	
whole	
• Focus	on	Managers	and	Supervisors	

(ensure	they	know	where	to	find	
resources	and	what	they	should	be	
doing)	

• Provide	links	and	path	to	locate	
Employee	Recognition	Materials	on	
the	Intranet	site	

OCR,	Kenneth	Evans	 11/1/2017	 12/31/2017	

	

Staffing	and	Funding	Needed	to	Implement	14	
	 Year	1:	FY	2016/17	 Year	2:	FY	2017/18	 Year	3:	FY	2018/19	 Year	4:	FY	2019/20	
Staff	Redirects	in	PYs	
Office	of	Civil	Rights	 .25	 .25	 	 	
Total	Staff	(PYs)	 .25	 .25	 	 	
Funding	in	Dollars	
Additional*	 $0	 $0	 	 	

Redirect	 $0	 $0	 	 	
Total	Funding	($)	 $0	 $0	 	 	
*	Add	notes	below	if	BCP,	Finance	Letter,	FSR,	or	other	approvals	are	needed.		
	

Ongoing	Staffing	and	Funding	Needs	15	
New	Staff	in	PYs	

Office	of	Civil	Rights	 0	
Total	Additional	Staff	 0	

Ongoing	Funding	in	Dollars	
Additional*	 TBD	
Redirect	 TBD	
Total	Additional	Funding	 TBD	
*	Add	notes	below	if	BCP,	Finance	Letter,	FSR,	or	other	approvals	are	needed.		
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Notes	16	
• The	Strategic	Goal	and	Objective	are	from	the	2014	–	2019	DTSC	Strategic	Plan.	They	are	the	best	match	to	the	goal	of	this	

Action	Plan;	however,	the	Owner	and	Driver	will	only	be	working	to	advance	the	milestones	specified	above.	The	Strategic	
Goal	and	Objective	will	need	to	be	updated	when	the	DTSC	Strategic	Plan	is	updated	at	the	end	of	2017.	

• Additional	funding	may	be	needed	to	support	specific	recognition	programs.		
 

Action	Plan	Revision	History	17	
Date	 Version	#	 Revision	Description	 Author	

5/24/2017	 0.1	 Initial	draft	submitted	to	OCR	for	review	
The	Highlands	
Consulting	Group	

5/25/2017	 0.2	 Revised	draft	submitted	to	OCR	for	approval	
The	Highlands	
Consulting	Group	

6/28/2017	 1.0	 Version	approved	by	the	Executive	Owner.	
The	Highlands	
Consulting	Group	
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Department	of	Toxic	Substances	Control	
Strategic	Action	Plan	

	

Initiative	Name	1	 Improve	Peer	Mentoring	Program	
Executive	Owner	2	 Litiana	Patino,	Office	of	Civil	Rights	(OCR)	
Driver	3	 Kenneth	Evans,	Alternative	Dispute	Resolution	Coordinator	

Relationship	to	DTSC	Strategic	Plan	
Strategic	Goal	4	 Provide	Effective	Support	Services.	

Strategic	Objective	5	
Create	and	sustain	an	organizational	culture	where	staff	are	fully	engaged	in	DTSC’s	mission	and	work,	participate	
in	the	exchange	of	ideas	and	viewpoints,	and	hold	themselves	and	others	accountable	in	the	fulfillment	of	their	
responsibilities	as	DTSC	employees.	

Strategy	6	 Employee	Development	Through	Peer	Mentoring.	

Summary	of	Initiative	

Description	7	

Review	the	current	peer	mentoring	program	to	identify,	develop,	and	implement	improvements.	This	could	
include	training	for	mentors,	having	a	system	for	leaders	to	actively	identify	staff	that	could	benefit	from	serving	
as	mentors	(e.g.,	top	performers),	and	developing	a	stronger	promotional	campaign	for	the	peer	mentoring	
program	to	new	and	existing	staff.	A	structured	mentoring	program	will	be	invaluable	to	new,	high-achieving	
staff,	and	will	facilitate	knowledge	transfer	as	much	of	DTSC’s	workforce	retires.	

To	support	this	effort,	DTSC	will	research	best	practices	for	peer	mentoring	programs	(focusing	on	other	State	
agencies)	and	then	compare	these	practices	to	DTSC’s	existing	mentoring	programs.	This	analysis	will	identify	
gaps	in	the	existing	program	and	improvement	opportunities.	For	example,	the	Organizational	Health	Assessment	
identified	the	following	potential	improvements:	

• Foster	mentoring	and	create	a	system	in	which	outgoing,	experienced	staff	can	pass	on	their	knowledge	
to	current	staff.	

• Provide	a	system	for	leaders	to	identify	potential	mentors,	based	on	their	performance,	attitude,	etc.		
• Develop	a	Mentor	Assessment	that	identifies	and	measures	traits	of	an	effective	mentor.	This	assessment	

could	be	used	by	either	the	potential	mentor’s	supervisor	or	as	a	self-assessment.		
• Identify/develop	streamlined	trainings	for	identified	mentors,	to	give	them	general	tools	and	knowledge	

to	apply	to	their	mentorships.	These	could	be	pre-existing	trainings	in	the	form	of	online	videos	or	
presentations	that	anyone	in	DTSC	could	review	at	any	time	through	the	LMS.	



DTSC	Strategic	Action	Plan	–Improve	Peer	Mentoring	Program	
	

2	
	

Goal(s)	8	 Provide	structure	to	and	additional	training	around	DTSC’s	peer	mentoring	program,	to	enhance	and	expand	the	
knowledge	and	abilities	of	current	and	newly	hired	DTSC	staff.	

Primary	KPI	9	 In	year	one,	have	25%	of	all	new	hires	participating	in	the	mentoring	program.	In	year	two,	have	50%	of	all	new	
hires	participating	in	the	mentoring	program.	

Other	KPIs	10	 Not	Applicable.	

Measurement	Plan	11	 The	primary	KPI	can	be	measured	by	tracking	the	number	of	staff	who	formally	utilize	the	DTSC	mentoring	
program.	Developing	a	method	to	track	utilization.	

	

Action	Planning	Process	End	Dates	12	
Planning	 Initiation	 Development	 Implementation	 Measurement	
5/31/2017	 6/01/2017	 10/31/2017	 11/01/2017	 Annual	Survey	Date	-	TBD	

	

Significant	Milestones	and	Deliverables	13	
Milestone/		
Deliverable	

Responsible	Program/		
Office	and	Staff	

Anticipated		
Start	Date	

Anticipated		
End	Date	

Research	current	best	practices	and	
successful	peer	mentoring	programs	
from	other	State	agencies		

OCR,	Kenneth	Evans	 06/01/2017	 07/31/2017	

Update	DTSC	peer	mentoring	guidance	
and	materials		
• Revise	language	and	create	

artefacts	
• Create/reference	web-based,	

online	training	on	employee	
recognition	

• Publish	to	DTSC	Intranet	

OCR,	Kenneth	Evans	 08/01/2017	 10/31/2017	

Communicate	changes	to	DTSC	as	a	
whole	
• Focus	on	Managers	and	Supervisors	

(ensure	they	know	where	to	find	
resources	and	what	they	should	be	
doing)	

OCR,	Kenneth	Evans	 11/01/2017	 12/31/2017	
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Significant	Milestones	and	Deliverables	13	
• Provide	links	and	path	to	locate	

peer	mentoring	Materials	on	the	
Intranet	site	

	

Staffing	and	Funding	Needed	to	Implement	14	
	 Year	1:	FY	2016/17	 Year	2:	FY	2017/18	 Year	3:	FY	2018/19	 Year	4:	FY	2019/20	
Staff	Redirects	in	PYs	
Office	of	Civil	Rights	 .25	 .25	 	 	
Total	Staff	(PYs)	 .25	 .25	 	 	
Funding	in	Dollars	
Additional*	 $0	 $0	 	 	

Redirect	 $0	 $0	 	 	
Total	Funding	($)	 $0	 $0	 	 	
*	Add	notes	below	if	BCP,	Finance	Letter,	FSR,	or	other	approvals	are	needed.		
	

Ongoing	Staffing	and	Funding	Needs	15	
New	Staff	in	PYs	

Office	of	Civil	Rights	 0	
Total	Additional	Staff	 0	

Ongoing	Funding	in	Dollars	
Additional*	 $0	
Redirect	 $0	
Total	Additional	Funding	 $0	
*	Add	notes	below	if	BCP,	Finance	Letter,	FSR,	or	other	approvals	are	needed.		
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Notes	16	
• The	Strategic	Goal	and	Objective	are	from	the	2014	–	2019	DTSC	Strategic	Plan.	They	are	the	best	match	to	the	goal	of	this	

Action	Plan;	however,	the	Owner	and	Driver	will	only	be	working	to	advance	the	milestones	specified	above.	The	Strategic	
Goal	and	Objective	will	need	to	be	updated	when	the	DTSC	Strategic	Plan	is	updated	at	the	end	of	2017.	
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6/28/2017	 1.0	 Version	approved	by	the	Executive	Owner.	
The	Highlands	
Consulting	Group	
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Department	of	Toxic	Substances	Control	
Strategic	Action	Plan	

	

Initiative	Name	1	 Develop	Best	Practice	for	Project	Planning	and	Initiation	Checklist	
Executive	Owner	2	 Strategic	Development	Team	
Driver	3	 TBD	

Relationship	to	DTSC	Strategic	Plan	

Strategic	Goal	4	 Provide	Effective	Support	Services.	

Strategic	Objective	5	
Create	and	sustain	an	organizational	culture	where	staff	are	fully	engaged	in	DTSC’s	mission	and	work,	participate	
in	the	exchange	of	ideas	and	viewpoints,	and	hold	themselves	and	others	accountable	in	the	fulfilment	of	their	
responsibilities	as	DTSC	employees.	(Objective	4.1)	

Strategy	6	 Promote	Organizational	Effectiveness	through	Program	and	Process	Management.	

Summary	of	Initiative	

Description	7	

As	part	of	its	current	process	reengineering	efforts,	the	Strategic	Development	Team	will	create	a	project	planning	
and	initiation	checklist	for	the	clean-up	program.	This	checklist	will	list	all	potential	programs	and	offices	that	
could	support	a	project	and	prompt	the	project	manager	to	indicate	if	and	when	that	program	or	office	will	be	
involved	in	their	project.	This	checklist	will	then	be	documented	as	a	best	practice	that	can	be	leveraged	by	other	
programs	to	improve	project	planning	and	initiation.			

Goal(s)	8	 Document	a	best	practice	for	project	planning	and	initiation	to	mitigate	last-minute	requests	to	support	programs	
and	offices.		

Primary	KPI	9	 Survey/interview	data	collected	from	support	services	about	cross-functional	process	integration.	
Other	KPIs	10	 None.	

Measurement	Plan	11	 Survey	the	staff	in	support	services	and	compare	frequency	of	last-minute	requests	between	programs	that	
implement	the	checklist	and	those	that	do	not.		

	
Action	Planning	Process	End	Dates	12	
Planning	 Initiation	 Development	 Implementation	 Measurement	
06/30/2017	 07/03/2017	 MM/DD/2017	 MM/DD/2017	 MM/DD/2018	
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Significant	Milestones	and	Deliverables	13	
Milestone/		
Deliverable	

Responsible	Program/		
Office	and	Staff	

Anticipated		
Start	Date	

Anticipated		
End	Date	

Draft	Project	Management	Checklist	 TBD,	Strategic	Development	Team	 MM/DD/2017	 MM/DD/2017	
Approved	Project	Management	
Checklist	

Name,	Program	
TBD,	Strategic	Development	Team	

MM/DD/2017	 MM/DD/2017	

Distribute	Project	Management	
Checklist	to	NAME	Program	

TBD,	Strategic	Development	Team	 MM/DD/2017	 MM/DD/2017	

	 	 	 	

Staffing	and	Funding	Needed	to	Implement	14	
	 Year	1:	FY	2016/17	 Year	2:	FY	2017/18	 Year	3:	FY	2018/19	 Year	4:	FY	2019/20	
Staff	Redirects	in	PYs	
Strategic	
Development	Team	 0	 0	 	 	

Total	Staff	(PYs)	 0	 0	 	 	
Funding	in	Dollars	
Additional*	 $0	 $0	 	 	
Redirect	 $0	 $0	 	 	
Total	Funding	($)	 $0	 $0	 	 	
*	Add	notes	below	if	BCP,	Finance	Letter,	FSR,	or	other	approvals	are	needed.		
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Ongoing	Staffing	and	Funding	Needs	15	
New	Staff	in	PYs	

Strategic	Development	
Team	 0	

Total	Additional	Staff	 0	
Ongoing	Funding	in	Dollars	

Additional*	 $0	
Redirect	 $0	
Total	Additional	Funding	 $0	
*	Add	notes	below	if	BCP,	Finance	Letter,	FSR,	or	other	approvals	are	needed.		
	

Notes	16	
• The	Strategic	Goal	and	Objective	are	from	the	2014	–	2019	DTSC	Strategic	Plan.	They	are	the	best	match	to	the	goal	of	this	

Action	Plan;	however,	the	Owner	and	Driver	will	only	be	working	to	advance	the	milestones	specified	above.	The	Strategic	
Goal	and	Objective	will	need	to	be	updated	when	the	DTSC	Strategic	Plan	is	updated	at	the	end	of	2017.	
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