[image: image1.png](hrive

ADAPTIVE SKILLS & RESOURCES
EOR BC'S NON-PROFIT SECTOR





Succession Management- Worksheet
Guidelines for completing the Succession Management Worksheet

· It is useful to have your organizational chart on hand for reference in completing this worksheet

· Begin by completing the first column (Role) before moving to the second column (current person) and continue filling in information until you reach and complete the last column (Development & Transition Steps). This is the easiest way to approach the worksheet as each column will inform the next.

· Once the worksheet has been completed review the table to identify empty boxes representing vacant positions or lack of successor. Colour code empty boxes as appropriate for easy reference.

· It is then suggested to colour code the ‘Short-term status’ individuals for quick reference as to this person’s readiness to move into a more senior role if the occasion suddenly arose (perhaps because the current employee won the lottery and has suddenly left). 

· Using the colour coding that reference both vacancy and readiness identify positions requiring critical attention as well as employees requiring various degrees of development and transitioning processes.

· Identify the ‘Action Required’

· If possible link the actions to ongoing professional development for individual employees

· It can be useful to make a list of points that you interpret from the chart once it has been completed

Please see the next page for an example of a completed worksheet. 

Note: This is a living document that is best updated at various intervals throughout the year in order to maintain its applicability.  It is suggested to update it regularly on an annual basis as well as to review as well as use the document for reference on the following occasions:

· A new employee is hired

· An employee is promoted

· An employee is leaving or has left the organization

· A new position is created

· Strategic Planning is occurring
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	Vacancy Impact/Risk
	Short-term status
	Longer-term planning and development
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Legend for anticipated ease of transition and development opportunities

	Easy Transition
	Minor Development 
	Significant Development
	No Successor (high risk)

	Roles that Require Attention


Action Items:

Interpreting the Chart:

	Example
	Current Information
	Vacancy Impact/Risk
	Short-term status
	Longer-term planning and development

	Type of Role
	Role
	Current Person
	Impact of Vacancy
	Vacancy Risk
	If current person wins the Lottery 
	Development & Transition Steps

	Key Senior Leader Roles
	CEO/ED/President
	Diane
	HIGH
	LOW
	Sarah
	N/A

	
	V.P/Assoc. ED/
	Sarah
	MED
	LOW
	Kavita, Diane
	N/A

	
	Director of Operations
	Jane
	HIGH
	LOW
	Gary
	Development plan for Gary

	
	Director of Marketing
	Kavita
	LOW
	LOW
	Andy
	Development plan for Andy

	
	Director of HR
	Thomas
	HIGH
	HIGH
	Jamie
	Begin transition process for Jamie to D of HR

	
	Director of Finance
	Hayan
	HIGH
	HIGH
	
	High Priority- create plan for external hire to be prepared when need arises

	
	Director of Community Investment
	Jay
	LOW
	LOW
	Andy, Pam
	TBD

	
	
	
	
	
	
	

	Key Operational Roles 
	Project Manager
	Maureen
	LOW
	HIGH/

DEFINITE
	Pam
	Intensive development plan for Pam, ideally with input and transition planned with Maureen 

	
	Program Manager 
	Jamie
	HIGH
	LOW
	Carol
	Given that Jamie is likely to transition to Director of HR, transitions can begin for Carol to PM position.

 

	
	
	
	
	
	
	

	Potential Internal Successors
	Program Coordinator 
	Carol
	
	
	
	

	
	Communications Coordinator
	Andy
	
	
	
	

	
	Customer Service Specialist
	Pam,
	
	
	
	

	
	Operations Coordinator
	Gary
	
	
	
	

	
	Others…
	
	
	
	
	


	Easy Transition
	Minor Development 
	Significant Development 
	No Successor (high risk)

	Roles that Require Attention


Action Required:

1) Director of Finance role, requires immediate plan

2) Director of Human Resources role, transition of promotions should begin

3) Project Manager role, development and transitions should be intensified

Interpreting the Chart:

· Strong and stable senior leadership

· Current ED role is stable and lottery backup plan is stable

· Assoc. ED role is stable and lottery backup plan is stable

· Director of Operations role is currently stable but requires successor development to establish lottery backup

· Director of Communications role is stable, lottery backup plan is stable, long-term requires some thought

· Director of HR role has high likelihood of transition, lottery backup plan is stable, however development for successor is required

· Director of Finance role is in a critical state and requires discussions and planning for external succession

· Director of Community investment role is stable, lottery backup plan is stable, long-term require some thought

· Project Manager role, high likelihood of vacancy and development and transitions of successor should be a priority

· Program Manager role, high likelihood of vacancy given current person upcoming transition to Director of HR role.  Transition should begin with successor for this role. 

· Opportunity to review various coordinator roles to identify appropriateness of the role, responsibilities, etc. in anticipation of upcoming recruitment processes. 
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