Emergency Succession Plan* 

 (Agency Name)

Procedure for assuring program service continuity in the case of an unplanned absence of:
(Name and Position)
Rationale

In the case of an unplanned absence or a defined transition, this plan is to assure:

· Continuity of service to program clients.
· Maintenance of relationships with program funders and community partners.
· Accomplishment of program outcomes and reporting requirements. 
· Support of staff in the completion of their duties.     

Succession plan in event of a temporary, unplanned absence - SHORT-TERM

· A temporary absence is one in which it is expected that the (Position) will return to work once the events precipitating the absence are resolved.

· An unplanned absence is one that arises unexpectedly, in contrast to a planned leave, such as a vacation or a sabbatical.

· A short-term absence is 3 months or less.

Appointment of Acting (Position)

· The Acting (Position) shall be appointed and evaluated by (Agency Position or Governing Body). 

· The first back-up to the (Position) shall be (Current Position and Name).

· The second back-up to the (Position) shall be (Current Position and Name).

· This Emergency Succession Plan can also be modified for the planned transition of an executive.  It 
combines the work of Transition Guides, the Community Engagement Institute, and my CIS fellowship.
Priority functions and cross-training for the (Position) 
Among the duties listed in the agency position description, the following are the key functions of the (Position) to be covered.  

	Key Functions
	Who is the designated backup?
	What training is required for this particular function?
	Who can provide/how can this training be provided?
	What should be the timing or timeframe of this training?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Note:  The table above can be provided as an attachment to this document.

Issues/concerns to discuss/resolve:__________________________________________________________________

Supervision, compensation, authority and restrictions of the appointee 

The person or body responsible for oversight of the Acting (Position) is (Agency Position or Governing Body).

The person serving as Acting (Position) shall receive a temporary (Percentage) pay increase while serving in this capacity.  

The person appointed as Acting (Position) or Interim shall have the full authority for decision-making and independent action as the regular (Position) unless restricted below.

· (List specific restrictions to the authority of the acting Position, if any.) 

Continuity of operations

Critical operations information associated with the duties listed above (such as location of paper and electronic files, door codes, passwords, etc.) shall be located in the following locations or Agency contacts.       
· (List here locations of or contacts who hold the Operations Continuity Manual here.)
Critical operations which must be continued during the unplanned absence include:

· (List critical operations here.) 

Daily operations which can be suspended during the unplanned absence include:

· (List operations which can be suspended here.)

Communications plan

In the event of an unplanned absence, the individuals and organizations listed below should be contacted providing general information to include: 

· Announce the unplanned absence to key contacts.
· Explain that the emergency plan for continuity of service has been activated.
· Clarify that there will be no change in service delivery or interruptions in meeting outcomes or on-time reporting.  

· Ask if there are any questions.

· Provide contact name and information for ongoing communication during the unplanned absence.
	Who should be notified?
	Who should notify them?
	How should they be notified?
	When should they be notified?
	Where is their contact information located?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Note:  The table above can be provided as an attachment to this document.

Relationship Management

Below are listed the individuals and/or organizations where ongoing relationships must be maintained to ensure sustainability of the mission and to normal operations.
	What are the most critical relationships?
	Which staff member will be responsible for maintaining this relationship?
	What is the contact information?

(Organization, email, phone)
	Where is this constituent’s contact information located?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Note:  The table above can be provided as an attachment to this document.

Job Calendar

Recurring and non-recurring activities and project milestones that require the attention of the Acting (Position) include:

	Month
	What are the key events or milestones on the calendar for the coming year that directly involve the position?
	What are the key events or milestone for which the position has direct responsibility?

	January
	
	

	February
	
	

	March
	
	

	April
	
	

	May
	
	

	June
	
	

	July
	
	

	August
	
	

	September
	
	

	October
	
	

	November
	
	

	December
	
	


Note:  The table above can be provided as an attachment to this document.  A more detailed calendar exists in the CIS toolkit.
Succession plan in event of a temporary, unplanned absence - LONG-TERM
A long-term absence is one that is expected to last more than 3 months

The procedures and conditions shall be the same as for the short-term absence with one addition: The Acting (Position’s) prior position shall be temporarily “back-filled” by an individual or individuals who relieve the Acting (Position) of these duties. This is in recognition of the fact that, for a term of more than 3 months, it may not be reasonable to expect the Acting (Position) to carry the duties of both positions.  The position description of a temporary manager will focus on covering the priority areas in which the Acting (Position) needs assistance.

Succession plan in event of a PERMANENT unplanned absence

A permanent absence is one in which it is firmly determined that the absent (Position) will not be returning to the position.  This decision can be reviewed anytime during the unplanned absence but should not exceed (6 - 12 months) following initiation of the unplanned absence.
The procedures and conditions shall be the same as for a long-term temporary absence with one addition: The (Position’s) supervisor or Board of Directors shall initiate a transition and search process to plan and carry out a transition to a new permanent (Position).

Approvals and maintenance of record

This succession plan will be approved by (direct supervisor or supervisory body of the position addressed in this plan).

The (Agency Director, Board President and Human Resources Administrator – Depending on the position addressed in this plan) shall sign this plan, as well as the appointees designated in this plan.

Copies of this plan shall be maintained by (Agency Director, Board of Directors, back-up appointees, the Human Resources Department, and/or the agencies corporate attorney – depending on the position addressed in this plan).
Approved by (see above) on the ____ day of ________, 20__

________________________________________



______________________________________

Name, Position







Name, Position

_______________________________________



______________________________________

Name, Position







Name, Position

ATTACHMENTS*
· Current Job Description

· Current Organization Chart and Key Staff Contact List

· Current Board Roster with committee, officer and other key assignments as well as current contact information

*Note:  The Organizational Inventory Tool covers important documents, financial information, payroll contacts, insurance contacts, etc. and can be attached to this plan.
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