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W
hat D

oes a S
uccession P

lan Look Like?

•
W

e’ve learned w
hy Succession Planning 

is im
portant

•
Let’s talk about w

hat a plan could look like
•

It’s not hard
•

It’s not form
al

•
It’s flexible

•
It’s just a plan
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Identifying and D
eveloping Leaders

•
A

s a general rule (depending on the size of your 
organization), select 5 candidates per 
D

epartm
ent annually that show

 leadership 
potential

•
For the Finance D

epartm
ent, I choose one 

annually
•

Large departm
ents such as P

olice and Fire 
usually choose m

ore candidates
•

I norm
ally com

plete a w
orksheet during the 

annual perform
ance review

 period
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S
uccession P

lanning S
tatus W

orksheet

Position Title 
Incum

bent N
am

e 
R

etirem
ent 

Status 
C

riticality 
N

um
ber of 

Staff R
eady 

N
ow

 

N
um

ber of 
Staff R

eady in 
1-2 Years 

Succession 
Planning 
Priorities 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 R

etirem
ent Status:     

 
 

                                                                                            
A

: R
etirem

ent likely w
ithin 1 year 

B
: R

etirem
ent likely w

ithin 3 years 
C

: R
etirem

ent likely w
ithin 5 years 

D
: R

etirem
ent eligible w

ithin 5 years 
E

: O
ther 

 
 

 

 

C
riticality: 

1: C
ritical – M

ust “hit the ground running” 
2: V

ery Im
portant – Fully functional w

ithin 6 m
onths 

3: O
ther 
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W
orksheet G

uidelines

•
C

hoose potential leaders w
ithin your 

D
epartm

ent
•

A
cceleration P

ool/Talent P
ool –

high 
potential em

ployees to receive enhanced 
developm

ental training
•

Y
our are preparing em

ployees to be able 
to step-up/step-in should a need arise
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C
onsiderations

•
It is im

portant to only include those w
ho have 

real potential for leadership.  D
evelopm

ent is a 
tim

e com
m

itm
ent

•
It is also im

portant to have a process that 
ensures every em

ployee w
ith leadership 

potential is fairly and thoroughly considered for 
participation annually

•
Y

ou w
ant to ensure that the process selects a 

diverse group of deserving em
ployees across 

the organization
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E
m

ployee R
equirem

ents to C
onsider

•
E

ducation level/degrees
•

Y
ears w

ith the organization
•

C
urrent or prior supervisory experience

•
C

lassification level

•
B

ase your criteria on future potential of the 
candidate, not current capacity
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N
om

inations

•
S

eek nom
inations from

 M
anagem

ent, 
D

epartm
ent H

eads, C
urrent S

upervisors
•

C
onsidering accepting self-nom

inations
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N
om

ination Form
 

E
m

ployee Inform
ation 

N
am

e:        
T

itle:        
Job C

lassification:        
Length of S

ervice:        
T

im
e in C

urrent Job:       
C

urrent S
upervisor:       

C
areer G

oals 

1 to 3 Y
ears:        

3 to 5 Y
ears:        

B
eyond 5 Y

ears:  

E
ducational H

istory  

Institution:       
D

egree:       
A

rea of S
tudy:       

Y
ears:       

Institution:       
D

egree:       
A

rea of S
tudy:       

Y
ears:       

Institution:       
D

egree:       
A

rea of S
tudy:       

Y
ears:       

S
pecial S

kills/E
xpertise 

Languages:       

T
echnology:       

P
rofessional E

xpertise:       

O
ther:       

D
evelopm

ental E
xperiences - P

ast 3 Y
ears 

F
orm

al T
raining:       

C
om

petencies/S
kills D

eveloped:       

S
pecial A

ssignm
ents:       

C
om

petencies/S
kills D

eveloped:       

O
ther:       

C
om

petencies/S
kills D

eveloped:       
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N
om

ination Form
A

c
c

e
le

ra
tio

n
 P

o
o

l N
o

m
in

a
tio

n
 F

o
rm

1 
  

N
o

m
in

e
e
 N

a
m

e
:   

 
 

 
 

 
C

la
s
s

ific
a
tio

n
:   

 
 

 
 

 
N

o
m

in
a

te
d

 B
y
:   

 
 
 

 
 

D
a

te
:   

 
 
 

 
 

 
L

e
a
d

e
rs

h
ip

 A
re

a
 

S
tre

n
g

th
 

P
ro

fic
ie

n
t 

D
e

v
e
lo

p
m

e
n

ta
l 

N
e

e
d

 
S

u
p

p
o

rt o
f A

g
e

n
c

y
 V

a
lu

e
s

 
 

 
 

�
 

B
e

h
a

v
e

s
 C

o
n
s
is

te
n
tly

 w
ith

 v
a

lu
e
s
 

 
 

 
�
 

D
is

p
la

y
s
 re

s
p

e
c
t fo

r o
th

e
rs

 
 

 
 

�
 

Is
 a

 g
o

o
d
 te

a
m

 p
la

y
e

r 
 

 
 

�
 

Id
e
n

tifie
s
 w

ith
 m

a
n
a

g
e

m
e

n
t 

 
 

 
L

e
a
d

e
rs

h
ip

 P
ro

m
is

e
 

 
 

 
�
 

Is
 m

o
tiv

a
te

d
 to

 le
a

d
 

 
 

 
�
 

A
c
c
e

p
ts

 le
a

d
e

rs
h

ip
 re

s
p

o
n

s
ib

ility
 

 
 

 
�
 

M
o
b

iliz
e

s
 re

s
o

u
rc

e
s
/p

e
o

p
le

 to
 a

c
tio

n
 

 
 

 
�
 

L
e
a

d
s
 te

a
m

s
 th

a
t h

a
v
e

 h
ig

h
 m

o
ra

le
 

 
 

 
In

te
rp

e
rs

o
n

a
l S

k
ills

 
 

 
 

�
 

C
o

m
m

u
n
ic

a
te

s
 c

le
a
rly

 a
n

d
 e

ffe
c
tiv

e
ly

 
 

 
 

�
 

M
a
k
e

s
 e

ffe
c
tiv

e
 p

re
s
e

n
ta

tio
n

s
 

 
 

 
�
 

D
e

m
o

n
s
tra

te
s
 d

ip
lo

m
a

c
y
 

 
 

 
�
 

Is
 tru

s
te

d
 a

n
d
 re

s
p

e
c
te

d
 

 
 

 
D

e
m

o
n

s
tra

tio
n

 o
f R

e
s
u

lts
 

 
 

 
�
 

S
h

o
w

s
 p

o
s
itiv

e
 te

a
m

/u
n
it re

s
u

lts
 

 
 

 
�
 

D
is

p
la

y
s
 o

b
je

c
tiv

e
 in

d
ic

a
to

rs
 o

f s
u

c
c
e

s
s
 

 
 

 
�
 

A
c
c
o

m
p

lis
h

e
s
 m

a
jo

r a
s
s
ig

n
m

e
n
ts

 
 

 
 

D
e

v
e

lo
p

m
e

n
ta

l O
rie

n
ta

tio
n

 
 

 
 

�
 

H
a

s
 a

c
c
u

ra
te

 s
e

lf-in
s
ig

h
t 

 
 

 
�
 

Is
 c

o
a
c
h

a
b

le
; a

c
c
e

p
ts

 fe
e
d

b
a
c
k
 

 
 

 
�
 

H
a

s
 h

is
to

ry
 o

f le
a

rn
in

g
 fro

m
 e

x
p

e
rie

n
c
e

 
 

 
 

�
 

Q
u

ic
k
ly

 le
a

rn
s
 n

e
w

 ta
s
k
s
  

 
 

 
�
 

S
e

lf-in
itia

te
s
 d

e
v
e

lo
p
m

e
n
t a

c
tiv

itie
s
 

 
 

 
 

                                                 
1 A

d
a

p
te

d
 fro

m
 B

y
h

a
m

, W
illia

m
 C

., A
u

d
re

y
 B

. S
m

ith
, M

a
tth

e
w

 J
. P

a
e
s
e

. 2
0
0

2
. G

ro
w

 Y
o

u
r O

w
n

 L
e

a
d

e
rs

. 
A

c
c
e

le
ra

tio
n

 P
o

o
ls

: A
 N

e
w

 M
e
th

o
d
 o

f S
u

c
c
e

s
s
io

n
 M

a
n

a
g
e

m
e

n
t. U

p
p

e
r S

a
d
d

le
 R

iv
e

r, N
J
: P

re
n
tic

e
-H

a
ll 

In
c
. 
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A
ssessing the N

om
inees

 
Acceleration Pool N

om
ination Sum

m
ary 

  N
am

e 
Support of 

Agency 
Values 

Leadership 
Prom

ise 
Interpersonal 

Skills 
D

em
onstration 

of R
esults 

D
evelopm

ental 
O

rientation 

Applicant A
 

S
 

S
 

S
 

P
 

S
 

Applicant B
 

S
 

S
 

P
 

P
 

S
 

Applicant C
 

P
 

P
 

S
 

S
 

P
 

Applicant D
 

P
 

S
 

P
 

S
 

P
 

Applicant E
 

P
 

P
 

P
 

P
 

S
 

Applicant F 
D

 
P

 
P

 
P

 
P

 

 S = Strength 
P = Proficiency 
D

 = D
evelopm

ental N
eed 
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D
eveloping Leaders

•
6 W

eek D
evelopm

ent Training
•

3 full days:
–

C
ustom

er S
ervice, Leadership, D

iscipline
–

C
om

pliance w
ith Labor Law

s
–

P
erform

ance A
ppraisals, D

ifficult P
eople, and 

G
rievances

•
3 half days:
–

Inclusion, Interview
ing, Form

s, and W
orkflow

–
C

oaching, Team
w

ork, M
otivation

–
G

raduation celebration w
ith D

epartm
ent H

eads, 
M

anagem
ent, E

lected O
fficials
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C
ustom

er S
ervice, Leadership, D

iscipline

•
D

isney’s custom
er service 

m
odel/exam

ples
•

D
isney’s approach to Leadership 

E
xcellence

•
D

iscipline
–

W
hat it is

–
W

hen to use it
–

H
ow

 to use it
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C
om

pliance w
ith Labor Law

s

•
FLS

A
•

FM
LA

•
A

D
A

•
Title V

II
•

A
nti-H

arassm
ent/W

orkplace C
onduct

•
D

rug Testing
•

P
regnancy A

ccom
m

odations/M
aternity 

and P
arental Leave
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C
om

pliance w
ith Labor Law

s –
cont’d

•
D

ealing w
ith the M

edia/First A
m

endm
ent 

A
udits

•
A

C
A

 R
equirem

ent
•

P
olicies/Law

s
•

E
thics
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P
erform

ance A
ppraisals, D

ifficult P
eople, and G

rievances

•
H

ow
 to com

plete a P
erform

ance A
ppraisal

•
The “D

U
H

” principle
–

D
ate

–
U

nusual
–

H
elp or H

urt
•

Tips for dealing w
ith difficult people/role 

play
•

The grievance P
rocess/P

rocedures –
do’s 

and don’ts
16



Inclusion, Interview
ing, Form

s, and W
orkflow

•
Inclusion

•
Interview

ing
–

P
ractice/role play

•
O

nboarding 
–

The hiring process and steps
•

C
alendars, C

om
m

unications, Form
s, and 

P
rocedures
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C
oaching, Team

w
ork, M

otivation

•
C

ase S
tudies

•
C

oaching
•

Team
w

ork
•

M
otivation

18



G
raduation celebration w

ith D
epartm

ent H
eads, 

M
anagem

ent, E
lected O

fficials

•
It is im

portant to recognize the 
accom

plishm
ent of course com

pletion
•

It is nice to have the M
anager or C

hief 
E

lected O
fficial there to congratulate the 

graduate and present a certificate
•

Im
m

ediate supervisors and D
epartm

ent 
H

eads should attend the cerem
ony
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Q
uestions?

•
K

evin Y
okim

, A
ssistant C

ity M
anager, C

ity 
of Florence
–

kyokim
@

cityofflorence.com
–

843-665-3162
•

A
nne H

arty, C
hief Financial O

fficer, C
ity of 

R
ock H

ill
–

anne.harty@
cityofrockhill.com

–
803-329-8764
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