Succession Planning Worksheet

Complete this worksheet priorto meeting with your supervisorto develop yourindividual plan. Referto the
attached example.

Date:

Position:

If this position were to become vacant, it would most likely be filled

L1 Internally
1 Externally
1 Wouldnot befilled

The goal of this plan isto (checkall that apply):
[] Prepare current staff for promotion
[] Prepare totrain a newly hired or promoted employee
[] covercritical tasksin the short-term

[] Prepare torecruitfor this position
[ other:

Critical tasks: List tasksfor which you are responsible thatare critical to the functioning of the District:

10
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Potential strategies:

Checkall strategies would be appropriatefor this position. See Matching Strategies to Risks.

and leadership training.

Create training programs that prepare current employees for promotion through technical

Encourage employees to take advantage of opportunities to advance their education.

assignments.

Create opportunities foremployees to gain experience through more challenging

temporary assignments

Cross-train employees in critical skills and give them experience by rotating work or making

knowledge.

Capture knowledge of experienced employees and design atraining program to transfer

and promote them as they demonstrate additional competencies

Create promotional paths that allow you to hire employees with the basicskills/attributes

abilitiesyou needinnew hires. Prepare effective testing materials.

Be ready to recruit. Update recruitment materials. Know what knowledge, skills and

for training

Planto overlap exitingemployee with the new employee forseveral months to allow time

Improve on-boarding processes so new employees are effective faster.

Improve and automate processes to make them easierto documentand train

desk manuals, etc.

Document and test work process through Standard Operating Procedures, process maps,

Create inter-agency agreements foremergency back-up of critical functions

Use a contractor or consultantto coverkey tasks

Other:
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Action Plan: Describe the goal forthis plan and any redundancy and back-up for the positionthatisalreadyin
place.

Because this position would most likely be , the action plan focuses on

The main back-up forall tasks is currently . (Add other relevant
information aboutthe position, back-up needs, plannedseparations or otherrisks.)

Complete foreach critical task (in order of priority).

Affected

Critical task Action (be specific)
employee(s)

By when?

Organizational Support needed. List support you would need from outside yourimmediatework areain
orderto implementyourplan.



