Guidelines & Materials for Workforce Planning



Succession Planning Worksheet
What is succession planning?
A planning process that allows your organisation to identify if you have the people in place with the skills to potentially cover key positions today and into the future, if existing staff leave or the organisation grows.  

Why do succession planning?
It allows you to develop a plan to have the ‘right people in the right place at the right time’. If you don’t have a succession plan, then the organisation can be vulnerable if key people leave or the organisation grows.

Who should do succession planning?
A Director/CEO, or a manager that is involved in the operations of the ACE organisation, should be responsible for conducting succession planning. It is important that the person doing this has direct involvement with staff and is familiar with the day-to-day operation and requirements of roles. It is therefore not usually appropriate for a Committee of management to be responsible for this activity. 

Getting started 
The Workforce Planning Worksheet must be complete and up to date.
Before you fill in the Succession Planning Worksheet, you need to determine which employees you are assessing. 
Handy Hint 
· Start with the key people in the organisation, for example, Director/CEO, Business Managers, Program managers
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Succession Planning Worksheet

	Position
e.g., Director/CEO
	Current person(s) 
(name)
	Number
	Potential internal candidate(s)
(names)
	Number
	Issues/notes
	External recruitment

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	







Succession Planning Worksheet   cont.

How to complete the Succession Planning Worksheet

Step 1 	For each employee - Fill in the employee information box, current person and the number of people in this role/position. This appears on the left hand side of the worksheet.


Step 2	Fill in the potential internal candidate(s) that could fill the position.
Handy Hints
· This may require consultation with other senior staff to get their input concerning potential candidates.
· There is also an Issues/notes column where you can record issues about these internal candidates – e.g. skill development they may require for the position, qualifications, experience, mentoring etc. It is important to fill out the Issues/notes column as you go through the exercise.


Step 3 	If there is no potential internal candidate for the position then you can record your comments for potential external recruitment to fill positions in the External recruitment column.
Handy Hint
· When filling in the External recruitment column, it is important to note the potential positions to be filled, the timeframe and any other relevant issues.

When the Succession Planning Worksheet is completed you will have a list of potential internal candidates to fill positions and the potential professional development activities and support they may need. This information will be used in the Professional Development Worksheet. 
You will also have a list of the potential external hires you may need and the timeframe for engagement – this will assist with ongoing and future planning.  


    
