(Insert Club Logo)

(Insert club name)

Succession Plan

(Insert year period e.g. 2010 – 2015)
This plan was created on: (insert date that the plan was originally created)
The plan was last updated on: (insert date)

The main objective of this plan is: (insert the main purpose of the succession plan for your club).​​​​​​​​​​​​​​​​​​​​​​​​​​​​​
The execution of this plan is the responsibility of: (insert position or body responsible).
This plan will next be reviewed on: (insert date)
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The Club Position

(To complete the following, you will need to have read Section 3, Step 1A and filled in the Club Position Worksheet).
Things that we do well:
	Club Management
	Club Activities
	Club People

	
	
	

	
	
	

	
	
	


Things that we need to do differently/better:

	Club Management
	Club Activities
	Club People

	
	
	

	
	
	

	
	
	

	
	
	


Changes to be made in the next 5-10 years:

	Club Management
	Club Activities
	Club People

	
	
	

	
	
	

	
	
	

	
	
	


	Critical Positions in the Club


(To complete the following, you will need to have read Section3, Step 1B and filled in the Critical Positions Worksheet).
Roles that are critical to the things we do well:

Roles that are critical to address the things we need to do better/differently:

Roles that are critical to contributing to change in the next 5-10 years:

Other roles that our club cannot do without:

Expected Vacancy in Critical Roles

(To complete the following, you will need to have completed Section 3, Step 1C and filled in the Expected Vacancy Worksheet).  

	Time Frame
	Roles
	Expected Date of Vacancy

	Immediate 

(within three months)
	1. 
	1. 

	Short Term

(within 12 months – two years)
	1. 
	1. 

	Long Term

(in two years time or beyond)
	1. 
	1. 


	Knowledge Required to Fill Critical Roles


(To complete the following, you will need to have read Section 3, Step 2 and developed position descriptions for the critical roles you identified in Step 1).
Position descriptions of critical roles within the club are attached to this plan (see appendices 1 – 9) (attach your completed position descriptions as attachments – also known as appendices - to this document and number each one) and outline the key skills, knowledge and personal qualities required to successfully carry out the key volunteer positions within (insert club name) as well as the key responsibilities and accountabilities for each position.
Below, however, is a summary of the essential skills and knowledge required for critical roles:

Position 1: (insert name of position e.g. Club Treasurer)
Importance of position: …………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………
Main objective of the position:
…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………
Key skills required for this position:

Previous experience that would be beneficial: 
…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………
Other knowledge required: 
…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………
Personal qualities or characteristics which are suitable for the position: 

	Position 2: (insert name of position e.g. Fundraising Coordinator)


Importance of position: 
…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………
Main objective of the position
…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

Key skills required for this position:

Previous experience that would be beneficial: 
…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………
Other knowledge required: 
…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

Personal qualities or characteristics which are suitable for the position: 

(Repeat these listings for each position you have identified as being a critical position).
Proposed Successors for Critical Roles:
(To complete this section, you will need to have read Section 3, Step 3. This may have involved asking volunteers to complete the Volunteer Skill Audit before working through the Volunteer Skills Table).
	Urgency
	Position
	Internal Successor
	External Recruitment Required (yes/no)

	Immediate
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Short Term
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Long Term
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Recruitment of Successors:


(To complete the following, you will need to have read Section 2, Step 3C).
The key person/role/body responsible for recruiting successors is: …………………………………………………………………………………………………

S/he/They will be responsible for reporting progress to:

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………
The club aims to have the following positions filled within the following time frame:
	Position
	Time Frame 

(e.g. short term, immediate or long term)
	Deadline

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


The club will particularly focus on recruiting people with the relevant skills, qualities or required knowledge in order to ensure good quality candidates are filling critical roles over the next 5-10 years. (You might also like to outline here if you plan to achieve a diverse volunteer base and how you might do this). Strategies for achieving this are outlined below.
Partnerships

In order to recruit these successors the club will form partnerships with the following organisations:
1. (e.g. local TAFE campus)

Promotion
The following promotional opportunities will be exploited in order to promote volunteering in our club:

1.  (e.g. youth week event at Council)

2.  (e.g. club open day)

Communication   

The following communication tools will be employed in the recruitment process:

1. (e.g. Facebook)

2. (e.g. Twitter)

3. (e.g. school Newsletters)

4. (e.g. club website)
Incentives

We will offer people the following incentives for volunteering with our club:

· (e.g. exemption from club fees)
· (e.g. access to training)

Volunteering Screening

To ensure successors are well suited to the role and the club, potential successors will be screened by insert position title or committee responsible for this process. The screening process will involve the following steps:

· (e.g. informal interview)

· (e.g. referee check)

Following this screening process the (insert position/committee responsible) will make a recommendation to the board. 
Volunteer Induction

All new volunteers will then be comprehensively inducted into the organisation. Induction will follow the Induction Checklist (see appendix 10). (Insert the checklist as an attachment and title it Appendix 10). 
Resources
The following resources will be allocated to assist with the recruitment and ongoing support of successors:

Financial (what money can be spent on advertising, events or providing 
incentives etc.):

Facilities/assets (what existing club facilities or assets could be used for recruitment or club promotion etc.):

Human resources (who will be responsible for this process and who will support successor’s development):

Review

We will review this recruitment process by measuring the following indicators:

· (e.g. how long it takes to find a replacement for critical role)
· (e.g. how well the new volunteer performs in the role)
Development of Successors

(To complete the following, you will need to have read Section 2, Step 4 and viewed the Training and Development Table). 
The club will provide ongoing training and development opportunities to successors to ensure that they are constantly improving their skills and knowledge in preparation to take on future roles within the club. This involves providing volunteers with broad experience of club activities and targeting training opportunities where necessary. The club will employ the following training and development techniques for volunteers:

1. (e.g. a mentor program)
2. (e.g. regular coaching accreditation courses)
3. (e.g. formal  training courses like ‘Running Your Club: It’s Your Business’ provided by NSW Sport and Recreation)
4. (e.g. job rotation)

Training and development techniques will be applied according to the specific needs of individual volunteers. Individual development plans for each identified successor are outlined in the below table. These will be reviewed at the end of each season by (insert the position/person/committee responsible) and reported to the club board. 
	Successor Development Plan


(Complete the following table following the example given).

	Successor Name
	Current Position
	Future Position
	Skills/Knowledge to be Developed
	Time Frame
	Training/Development Required


	Deadline for Delivery 
	Mentor/Person Responsible

	Josephine McNally
	Team Manager
	Head Coach
	· Level 1 and 2 Coaching Accreditation
· Experience in selecting teams
· Experience in fitness coaching
· Experience driving the bus
· Contact details of other coaches and state sporting body
· Confidence level with teenagers.
	1-2 years
	· Level 1  Coaching Course 
· Assist current Head Coach with selections 
· Mentoring from current Head Coach
· Trial runs in the mini bus to and from training with supervision 
· Certificate IV in fitness provided by TAFE 
· Regular attendance at fitness training to build knowledge of exercises etc.
· Formal introduction at Club Board meeting and opportunity to swap contact details.
· Head Coach to deliver ‘handover notes’ with contact information and take opportunity to make informal introductions at games/tournaments.
· Josephine to observe current coaches with U15s and U16s teams and take ‘trial’ training sessions to build confidence. 
	· Josephine will need to be prepared to take on the new role by the Commencement of 2011 season (20th February).
· Level 1 Coaching – January 2010

· Bus trial – January 2010

· Fitness attendance – ongoing

· Etc.


	· Club Board

· Current Head Coach (Steve Riley)

· Volunteer Coordinator (Geoff Murray)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Evaluation of the Succession Plan


(To complete the following, you will need to have read Section 2, Step 5 and viewed the Performance Indicator Table. This section should outline how you propose to ‘keep and eye’ on your plan and your club to make sure it is working the way you want it to. Adjust the following to suit your club.).

Evaluation of this plan will be ongoing. The club will consistently monitor changes within the community and club that may have an impact on volunteers now and in the future. Adjustments will be made as required in anticipation of, or in response to changes within the club and community.
Performance Indicators

Ongoing evaluation of this succession plan will be the responsibility of insert position or committee title. In order to measure the plan’s success the following indicators will be used:
· E.g. Volunteer turnover

· e.g. time take to fill vacant positions
· e.g. volunteer feedback
· etc.
Measurement Tools

This information will be collected by the following methods:

· e.g. surveys
· e.g. informal conversations
· e.g. number of  volunteer registrations
· e.g. minutes of meetings
· etc.
The below table outlines when this information will be collected:
	How we will measure how well the plan is working?
	How frequently we will do this?

	e.g. survey
	e.g. At the end of each season or when a volunteer leaves the club.

	e.g. number of volunteer registrations
	e.g. Once a year at the beginning of each season.

	e.g. informal conversations
	e.g. ongoing 

	
	

	
	

	
	


Monitoring Club Movements

In addition to the performance indicators, the board members are encouraged to take time to monitor the movements of volunteers, developments in the community and changes in the club which impact on the succession planning process. The club will gather and record this information by carrying out the following:

· (e.g. the succession plan will stand as a regular agenda item at board meeting so that board members can discuss volunteer developments and/or other factors that influence club succession planning);
[End of Document]
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