Planning 1: PEOPLE

Complete this table to review which roles and skills are essential for your organisation to continue to operate. You may want to include it as part of "workforce" or "understanding risks" section of your Business Plan or include it as part of a separate Succession Plan for your organisation. These may be skills that are represented through the workforce or ones that you have access to when you need them- e.g. museum mentor, legal advice, accountant.

	Identify the key roles and key skills in your organisation



	Trustee (or equivalent- e.g. cabinet member) Roles 
	Essential skills and knowledge
	Risks if they are not present

	
	
	

	Key Staff Roles
	Essential skills and knowledge
	Risks if they are not present

	
	
	

	Key Volunteer Roles
	Essential skills and knowledge
	Risks if they are not present

	
	
	

	Other key skills needed
	

	
	

	Key contractors
	

	
	

	Key suppliers
	

	
	


Succession Planning Checklist - People 

Work through this checklist to identify what succession planning measures you already have in place and where you may have gaps at the moment

	
	Succession Planning Measure
	Response/ Notes

	1
	Trustees

· Do you have role descriptions written for your Trustees so you are clear what skills and experience are needed?

· Have you recruited a Vice Chair to shadow/ deputise for the Chair?

· Have you got Trustee recruitment procedures ready to use when a vacancy arises?

· Do you have up to date briefing and induction materials ready for new Trustees?
	

	2
	Local authority elected members

· Do you have briefing and induction materials ready for when a new cabinet member may take responsibility for your service?

N.B. this may also be relevant for independent museums too.
	

	3
	Staff

· Do all staff have written job descriptions?

· Are you clear what skills are essential for the organisation to operate effectively?

· Do you have recruitment procedures in place?

· Do you have up to date briefing and induction materials ready for new staff?
	

	4
	Volunteers

· Do you have written role profiles?

· Have you identified which volunteer skills are essential for the organisation to operate effectively?

· Do you have recruitment procedures in place?

· Are volunteers able to ‘buddy up’ and train new volunteers?
	

	5
	Training and Development

· Are training and development opportunities open to the widest possible range of Trustees, staff and volunteers?
	

	6
	Forward Plan

· Does the Plan refer to succession planning for key members of the workforce, the skills that are essential for the service and how people are recruited?

· Does it include appropriate succession planning actions?
	

	7
	Risk Management

· Are succession planning issues covered in an assessment of risks for your organisation?
	

	8
	Advocacy

· Do the people who are responsible for smooth running of your organisation understand the need for succession planning?

· How might you address this?
	


Planning 2: KNOWLEDGE

There are areas of knowledge ranging from the practical (e.g. who are the keyholders for your building) to the specialist (e.g. cataloguing procedures) that are vital to the smooth running of your organisation. Much of this information may be held in people's heads. Good succession planning/ business continuity work will involve ensuring that essential knowledge is either shared amongst colleagues (where possible) or written down (e.g. information on financial records). 

You may be legally obliged to keep certain records- e.g. relating to financial matters or health and safety. There are also suggested essential knowledge areas but you might want to change them to better fit your circumstances.

Succession Planning Checklist- KNOWLEDGE

	
	Essential Knowledge Area
	Where are they stored/ How is the information available at the moment?
	Future ideas...

	1
	Minutes of key meetings (e.g.  governing body meeting minutes) 
	
	

	2
	Corporate financial information (e.g.  tax matters- VAT returns, gift aid, grant matters)

HMRC factsheet http://www.hmrc.gov.uk/factsheet/record-keeping.pdf
	
	

	3
	Personnel files (complying with Data Protection information)

Safeguarding information- e.g.  record of DBS checks
	
	

	4
	Health & Safety records- e.g. risk assessments, COSHH records, accidents, RIDDOR. More information on legal requirements on the HSE website: www.hse.gov.uk
	
	

	5
	Accreditation records- including returns, mentor agreement, correspondence with the assessing body
	
	

	6
	Collections information

- management procedures 

- specialist suppliers info
	
	

	7
	Collections information

- subject knowledge
	
	

	8
	Collections information

- gallery content
	
	

	9
	Operational information

- building procedures
	
	

	10
	Operational information

- Emergency Plans
	
	

	11
	Operational information

- IT system support
	
	

	12
	Audience/ visitor/ fundraising records (e.g.  people and numbers). Remember data protection will be applicable.
	
	

	13
	Service information

- events and activities information
	
	


Taking this Further

Your next steps should be to ask the following questions...

· Do we know what essential roles, skills and knowledge must be present for our organisation to continue to operate?

	


· Do we know what measures we already have in place to ensure good succession planning?

	


· What are the priority areas to improve our succession planning?

	


Succession Planning Action Plan




	
	PEOPLE ACTIONS

	
	Action Required
	By Who
	When

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	KNOWLEDGE ACTIONS
	

	
	Action Required
	By Who
	When
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