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Succession Planning

Training Objectives
 Define Succession Planning 
 Describe a five-step process for creating a Succession Plan for your 

department 
 Describe the purpose of each step, key principles, intended outcomes 

for the succession plan
 Learn the tools embedded in each step to help you begin your journey 

in developing future leadership and guarding institutional knowledge



“

”

29% of the entire United States’ working 

population are Baby Boomers and 56% of 

those are managers.

INC. MAGAZINE (JENKINS, 2017)



“

”

the first wave of Baby Boomers to hit the 

retirement age of 65 happened in 2011. The last 

wave of them to hit age 65 will be in 2029.

CNN ARTICLE (“AMERICAN GENERATIONS FAST FACTS”, 2017)
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What is Succession Planning?
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What is Succession Planning?



Succession Planning

Definition:

“…the process of identifying one or more successors for 

key positions and preparing them for expanded 

organizational responsibilities through job assignments and 

other developmental activities”

Developing Leadership Talent 
A Guide to Succession Planning and Leadership Development, SHRM



Succession Planning

 Developing key talent for future leadership

 Guarding institutional leadership knowledge



Succession Planning

Critical Variables

 Direction of the organization or department. 

 Key competencies at the positional level and vital 
departmental competencies critical to future operations 

 A recruiting and developmental process to ensure there 
are NO  timing lapses or gaps in needed future 
leadership



Succession Planning

 Succession Planning Focuses on the positions 

most critical for the future of the Organization

 It is NOT Replacement Planning

 It is a Continuous Process
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The Five-Step Process – Step 1 

A key position is generally defined as a 

position that is critical to the viability and 

continuity of an organization, regardless 

of the incumbent occupying the position



The Five-Step Process – Step 1  

Obtain leadership support and 
alignment

Identify Succession Plan 
Oversight Committee

Identify critical few 
positions

Define organizational & job-
specific competencies



The Five-Step Process – Step 1  

Obtain leadership 
support and alignment



The Five-Step Process – Step 1  

Identify Succession Plan 
Oversight Committee



The Five-Step Process – Step 1  

Tool 1 –
Identifying Critical 

Positions
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Identify critical 
few positions

Interviewees:

• Executive Sponsor 

• Senior Leadership 

• Personnel Commission  



The Five-Step Process – Step 1  
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Interviewees:

• Executive Sponsor 

• Senior Leadership 

• Personnel 

Commission 



The Five-Step Process – Step 1  

Define organizational and 
job-specific competencies

SWOT Analysis

Classified Performance 
Framework

Competency 
Identification Worksheet
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Succession Planning

Summary

Defined Succession Planning

Overview of 5 Step Process

Step 1: Identifying Key 
Positions

Tools for Step 1
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The Five-Step Process – Step 2

 Create a transparent and competitive process

 Include Self Nomination

 Assess competencies and abilities of candidates

 Assess performance in current position

Selection Process

Outcome: Invite identified employees to be a part of Key Talent Pool



The Five-Step Process – Step 2
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The Five-Step Process – Step 2

Assess level of performance in 
current position

KSA Assessment



The Five Step Process – Step 2

Summary of Identifying 
Participants Assess potential future leaders 

through a transparent and 
competitive process

Assess competencies and 
abilities 

Assess level of performance in 
current position

Invite selected participants to 
join the program
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The Five-Step Process – Step 3

To set up the succession planning program for 

success, it is imperative that the expectations 

and criteria for the program are transparent to 

all involved, especially potential participants



The Five-Step Process – Step 3

Discuss the purpose and 

goals of the program

Discuss the demands the 

program may have of them

Communicate Expectations 

Communicate Resources 

for Development
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The Five Step Process – Step 3

Summary of Preparing 
Participants 

Inform Participants of purpose, 
goals and demand of program

Communicate commitment 
required 

Prepare Individual 
Development Plans

Communicate Resources for 
Development 



The Five-Step Process



The Five-Step Process – Step 4

Provide developmental opportunities 
to prepare participants to succeed in 
their current and future leadership 
positions



The Five-Step Process – Step 4

Developmental Opportunities 
Group Setting 

A common base of knowledge, skills and 
abilities across the key leadership ranks 



The Five-Step Process – Step 4

Opportunities provided on an 
individual basis



The Five-Step Process – Step 4

Opportunities for participants to 
operate in fellow leader workgroups



The Five-Step Process – Step 4

Knowledge management methods

Web Based Training

OE / MyPLN

Formal Training



The Five-Step Process – Step 4

Knowledge management methods

On the Job Training 

Books, Journals, 
Videos



The Five-Step Process – Step 4

Knowledge management methods

Mentoring Programs 

Action Learning



The Five-Step Process – Step 4

Knowledge management methods

Stretch
Assignments

Developmental 
Assignments



The Five-Step Process – Step 4 



The Five-Step Process – Step 4 

Training Development Resource List 



The Five-Step Process – Step 4

Summary

Provide developmental 

opportunities to Participants 

Provide Resources for Training 

and Development



The Five-Step Process



The Five-Step Process – Step 5

Outcome 1:  

Individual Progress Report 



The Five-Step Process – Step 5

Outcome 2: 

Class Progress Report 



The Five-Step Process – Step 5

Outcome 3: 

Participant Satisfaction Survey 



The Five-Step Process – Step 5

Continuing program support, 
communication and recognition

Assessing Program Metrics
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The Five-Step Process – Step 5

Balanced Scorecard 



Succession Planning

Summary 
 Defined Succession Planning 
 Described a five-step process for creating a Succession Plan for your 

department 
 Described the purpose of each step, key principles, intended outcomes 

for the succession plan
 Learned the tools embedded in each step to help you begin your 

journey in developing future leadership and guarding institutional 
knowledge
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Succession Planning

End of 
Presentation


