
Emergency Backup Succession Plan Detail

20xx
Name:   

Xxxxx Xxxxxxxxx, Position Title
Backup Team:
List names and positions
Second Backup(s): 
Guidance provided by (list names and titles)
This document was created to plan for coverage in the event the organization’s [this job’s position title] has an unplanned absence of less than three months or the Emergency Management Committee is activated due to an unplanned absence of the [this position’s supervisor].  At any given time, the critical projects or new initiatives needing attention are likely to vary.  Therefore, to best implement the coverage plan, it is essential to first assess priorities and crucial issues at that particular time.  In the event that the [this job’s position title] is not available to provide this assessment, it is recommended that the [this position’s supervisor] convene a meeting of the [applicable Executive Team] to try to determine what those issues are.

The next step would be to convene a meeting of the [applicable Executive Team], review this plan, and develop a strategy for the implementation of the plan.  This is a team initiative.  This plan cannot anticipate all conditions that might exist at the time of implementation therefore the initial meeting should be used to conduct an assessment of challenges facing the organization for the next three months taking into account the cycle of existing and new initiatives and determine what can be put on hold during the absence. 
The absence may be at a time of high stress/demand on the resources in our business lines and the team may designate and / or invite other members of the [applicable Executive Team] they think should be invited to attend.  Once they have completed an assessment of what is to be accomplished during the absence, agreed upon priorities and or team assignments made, this should be summarized and communicated to the full [applicable Executive Team] and [applicable teams and/or assistants]. 

Soon after the initial team meeting occurs, a coverage plan should be communicated to the full staff reassuring them of coverage of duties critical to the ongoing successful operations of [organization’s name].
Short-Term Staffing of Key Functions

	Key functions


	Short term staffing strategies

(​​​Under 3 months)

	Example: Provide day-to-day leadership and management to accomplish the mission of [organization’s name]. 
	Enter titles of those who would provide backup coverage

	Example: Initiate and maintain, in collaboration with senior management staff, effective relationships with existing and potential funding sources; local, state and federal officials; and other stakeholders to ensure sufficient collaboration and support for programs and services.  
	Enter titles of those who would provide backup coverage

	Example: Continuously monitor and evaluate mission appropriateness, impact, and financial sustainability of the company’s programs.
	Team pairs up and provides support to one another; Chief Executives provide oversight and support as needed.

	Continue to list the key functions of this position
	Continue to list backups

	See [this position]’s job description, attached as “Attachment 1” for additional responsibilities.
	Enter titles of those who would provide backup coverage


Notifications

	Notification: 

Temporary leadership change 
	Accountability: 

Designee to provide communication
	Method of communication
	Timeline for communication

	[Organization’s name] Board of Directors
	Person charged with making the notification
	Telephone number/ email address preferred
	Within 3 days

	Key external partners
	Person charged with making the notification
	Telephone number/ email address preferred
	Within 3 days

	Key funders
	Person charged with making the notification
	Telephone number/ email address preferred
	Within 3 days

	Key stakeholders
	Person charged with making the notification
	Telephone number/ email address preferred
	Within 3 days


	Communication Contact Information 
	Contact information locale

(Contact information location)

	Ensure All Communications Contact Information is Current and Complete at least annually

	Outlook Contact List or wherever organization keeps contact information


Cross-Training Plan 
	Cross-Training Areas


	Staff to be cross-trained in areas
	Plan and/or timeline for training



	
	Trainee
	Trainer
	

	When considering backup for each function, areas of development and/or cross training for those staff will be identified. This is the golden opportunity to grow staff.  
	
	
	

	
	
	
	

	
	
	
	


Underlying Assumptions to remain “Business As Usual”  [complete with what is required at organization]
1. Accounting, billing, payroll, purchasing, and payables must be maintained. 

2. Delivery of services must be maintained. 

3. Fundraising must be maintained. 

4. Liaison with the Board of Directors must be maintained. 
5. Facilities oversight, particularly IT, is critical to maintain. 
On Hold during Leave of Absence:
· List any initiatives or programs or other activities that will pause during this period
Critical Relationships

	Critical relationships must be maintained


	Staff accountable for maintaining critical relationships
	Critical relationships contact information

(Contact information location)

	List names and organizations of the critical person/position
	Name of person accountable to taking on the relationship management
	List both the phone number and email address

	
	
	


Annual Key Events/Milestones Calendar

	Month
	Key Events/Milestones 

(directly involves this position)
	Key Associated Activities/Responsibilities 

(direct accountability of this position)

	Daily
	List activity/event/deadline/report/etc.
	Outline this position’s area of responsibility/desired outcome

	Weekly
	Example: Planning Meeting
	Example :Assist in preparing agenda.  Participate in meetings.  Add value and input as needed.

	Bi-Weekly
	Example: 1:1 Planning meetings with other team members
	Example: Prepare agenda items.  Interactive 1:1 discussion.

	Monthly
	Example: Team Meeting


	Example: Assist in agenda preparation, as needed.  Participate in meetings.  Add value and input as needed.

	Monthly
	Example: Board Meeting
	Example: Participate in meetings.  Add value and input as needed.  

	Bi-monthly
	Example: Finance & Audit Committee
	Example: Review agendas.  Participate in meetings.  Add value and input as needed.

	Quarterly
	Example: Management Team Meetings
	Example: Agenda preparation, operations reporting, meeting co-facilitation.

	Annually
	Example: Business Plans
	Example: Review proposed business plans for upcoming year from all lines of business and work with staff to revise, if necessary.  Provide summary of plans to Board of Directors at July meeting.

	Annually
	Example: Annual Report
	Example: Review annual report compiled by Executive Assistant and Resource Development for accuracy and consistency.  

	As needed
	Example: New Hire Meet & Greet
	Example: Review materials in advance of meeting.  

	TBD
	Example: Capital Campaign Meetings
	Example: Participate in meetings.  Add value and input as needed.

	Every 6 months
	Example: Six-month strategy meeting 
	Example: Prepare presentation to CEO, provide additional information during meeting. Attend meeting. 

	January
	Example: Full Staff Meeting
	Example: Assist in agenda preparation; prepare comments, present at event.

	February
	
	

	March
	
	

	April
	Example: Budget preparation

Example: Business Plan preparation
	Example: Collaborate with fiscal on development of annual budgets.
Example: Collaborate with lines of business on next fiscal year’s Business Plans. Develop appropriate Operational Business Plan. 

	May
	
	

	June
	
	

	July
	
	

	August
	
	

	September
	
	

	October
	
	

	November
	
	

	December
	Example: Staff Appreciation Event
	Example: Assist in agenda preparation; prepare comments, present at event.


Attachment 1

Position Description

Position Title:  







Reports to:  
Department:    Executive






Grade:  
	Position Summary:

	

	Essential Functions/Position Responsibilities:

	

	Supervisory Responsibilities

	

	Hiring Requirements/Preferences

	

	Organization’s Competencies 

All Staff

Leadership/Management
Executive/Senior Management



